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I. IlosicuuTebLHAA 3alHCKA
1.1. Heas u 32024y JUCHUILTHHBI (MOTYJIA)

Henp AMCHUTIIMHBI — MOATOTOBUTH BBIMYCKHUKA, 3HAIOLIETO OCHOBHBIE HAIPABJICHUS
rOCY/IapCTBEHHOW periaMeHTaInu padoThl ¢ JokymMeHTamu B Poccuiickoit Deneparuu, 3aqadu
CITY>OBI JTOKYMEHTAITMOHHOTO OOECTICUCHUsI YIPABJICHHUS U BJIAQJCIOIIETO METOJAaMHU aHAIU3a U
COBEPIICHCTBOBAHMS TEXHOJIOTUU TUIMOBBIX I€JIONPOU3BOICTBEHHBIX ONIEPAIUN.

3amayn TUCLHUILIMHEL:

- U3Y4YUTHh HCTOPUIO POPMHUPOBAHUS HAIIMOHATHHON CUCTEMBI IEJIOPOU3BOJICTBA;

- OBJIQJIETh CIIEHMATILHON TEPMUHOJIOTHUEN;

- M3YYHTh COBPEMEHHYIO 3aKOHOJATEIbHYIO, IPaBOBYID M HOpPMAaTHBHYIO 0a3y,
peraMeHTHPYIONIYI0 paboTy ¢ TOKYMEHTAIIHEIH;

- chopMHpOBaATh y CTYEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JEIOMPON3BOACTBEHHBIX
onepauydii B YCIOBUSIX MNPUMEHEHUS TPAAUIMOHHBIX M aBTOMATHU3UPOBAHHBIX TEXHOJOTHI
00pabOTKH JOKYMEHTOB;

- chopMUpOBaTh HABBIKM aHAlM3a CHCTEMBI JOKYMEHTAIlMOHHOTO OOeCTeUeHus
YIPaBJICHHUS;

- ONpeAeInTh HaIpaBJICHUS BO3MOKHOTO COBEPIIEHCTBOBAHUS CHCTEMBI
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUs YIIPABJICHHUS;

- U3YYHTh TIOPANOK OpraHU3alUd CIYyKObl JOKYMEHTAI[MOHHOTO OOecTeueHus

YIIPABJICHUS B COBPEMEHHON OpraHU3alllH.

1.2. ®opmupyemMble KOMIETEHUHH, COOTHECEHHbIEe C IUIAHMPYEMbIMH Ppe3yJbTaTaMH

00y4yeHus 10 TUCHMILINHE (MOIYJII0):

Koambi Coaepixanue Ilepeyenn IVIAHUPYEMBIX  Pe3yJIbTATOB

KOMIIETEHIMI | KOMIIeTeHIUi 00yuyeHus M0 TUCHHILINHE

OK-10 CIIOCOOHOCTH K | 3HaTh: OCHOBHBIE METO/IbI, CIIOCOOBI M CPEACTBA
UCII0JIB30BaHUIO MOJTyYEeHHUs, XPaHEHUs U 1epepaboTKH
OCHOBHBIX METO/IOB, uHpopmalmu

CHOCO0OB M CPENCTB
MOIYy4YEHUs, XPAHECHUs,
nepepadoTKu
uHpopmaruu

YMeTh: UCIIOIb30BaTh MOJIYYCHHBIC 3HAHUS B
obmactu paboThl ¢ MHPOPMAITMOHHBIMHU
pecypcamu Ha IPaKTHKE

Brnaners: HaBbIKAaMH TONYYCHHS, XPAHCHUS H
nepepadoTKu uHpopmaruu B eTIsX
npodeccHoHaABbHOMN eATEeTbHOCTH




OIIK-2 BjaseHue  0a30BBIMU | 3Hamb: OCHOBHBIE MH(pOpPMAaIOHHbIE
3HaHUAMH B o0OiacTu | TEXHOJIOTHH, UCIIOJIb3yEMble B
I/IHq)OpMaHI/IOHHBIX AOKYMCHTAIlUOHHOM OGGCHG‘IGHI/II/I YIIpaBJICHUA
TeXHOIOI Vil U apXMBHOM JieJle, MCTOPUIO HUX CO3/aHUs U
(IIpOrpaMMHbIe HaNpaBJICHUS Pa3BUTHUS
IPOAYKTHI,

Ymemns: MPUMEHSTH OCHOBHBIE
UCTIOJIb3yeMbIe B

MH(GOPMALMOHHbBIE TEXHOJIOTUH, UCIOJIb3yEeMble
yIIpaBJICHUU

B JOKYMEHTAIUOHHOM obecriedyeHnn
JOKYMEHTaMH,

yIpaBiIeHUS U ApXUBHOM JIeJie Ha MPAaKTUKE
CHUCTEMBI JIEKTPOHHOTO

JIOKYMEHTO000pOTa, Bnaoemv: HaBbikamMu pabOTBl B CHCTEMax
TEXHOJIOTHHN AJIEKTPOHHOTO JIOKYMEHTOO0OpOTa, a TaKxke
CKaHUPOBAHUS AJIEKTPOHHO-IIU(DPOBOIT 00paOOTKH TOKYMEHTOB
JIOKYMEHTOB B cepe TOKYMEHTAlMOHHOTO oOOecreyYeHus

yIpaBiIeHUs U apXUBHOTO JeNa

1.3. Mecrto AucuMIIMHBI (MOAYJIs1) B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM IPOrPaMMBbI

Hucuummuaa (Moayns) «Opranuzanus u Texnonorus JJOY» oTHocutes k 6a30BOM yacTu
0JI0Ka TUCIMIUIMH y4eOHOTO TIJIaHa.

JIist OCBOEHHUS JTUCUUILIMHBI HEOOXOIWMBI KOMIIETEHIIMH, CHOPMHPOBAHHBIE B XOJE
W3YYCHUS CIEIYIOIINUX JUCIUIUINH U MPaKTUK: «/lokymeHToBeaeHune», «OCHOBBI POCCUHCKOTO
paBa» ¥ MPOXOXKICHUS TPAKTUKH 110 JOKYMEHTOBEICHUIO.

B pesynbrare ocBOeHUS AMCHUILUIMHBI (POPMUPYIOTCS KOMIIETEHITUH, HEOOXOAUMBIC ISt
W3y4YeHUs CIACAYIOIMX JUCHMUIUIMH W  MPOXOXKIACHUS TMpakTuk: «OpraHu3aimoHHOE
MPOSKTUPOBAHUE B JOKYMEHTAI[MOHHOM OOECIEUCHHH YIPaBICHUS», «J|eIompou3BOJICTBO B
opraHax rocyJapCTBEHHOH BJIACTH U MECTHOTO CaMOYIpaBJICHUN», MeToIuKa pallhOHaIN3aluN
JIOKYMEHTAI[MOHHOTO OOeCreueHus yrpaBieHus», «KoH(puaeHInaiIpHOe AEIOMPOU3BOACTBOY,
«MHpOpMalIMOHHBIE  TEXHOJOTUHW B  JIOKYMEHTAIIHOHHOM  OOECIICUEHUH  YIpaBICHUS»,
«PerynmupoBaHue TOKyMEHTAIMOHHOTO OOECIEYEHHUs YIPABICHUS B aIMUHUCTPATUBHBIX

perylaMeHTax» U MPOXO0KACHUS PEAAUILIOMHON IIPAKTUKH.

2. CTpyKTypa QM CHUILTHHBI (MOTYJIA)

Cmpykmypa oucyuniaunst (MoOyns) 01a 04HOU hopMbl 00yUeHUs

(2017 200 naoopa)



Oomas TpyI0EMKOCTh AUCIUIUIMHBI COCTABIsACT _S 3.¢., 180 4., B TOM 4ucCIlie KOHTaKTHas paboTta
oOyyJaromuxcs ¢ npenojaasarenem __70_ 4., mpoMexxyTouHast atrectanus _18__ 4.,

CaMOCTOATCIIbHAs pa60Ta o6yqa}0mnxc;1, B T.4. KypCoOBas pa60Ta

_92_

q.

Ne |Pasnen Bunbr yueOHO# paboThI, (B 4acax) ®DopMBI TEKYIIEro
/11 | TUCTIUATIITAHBL/ KOHTPOJIA (1o
TeMa KOHTaKTHast HeoelaM ce-
Mmecmpa)
Q P E =®
= é T o= =
3 = < dopma
o | 8 & = = N
e = 5 2 = E 5 5 S % « [FIPOMEKYTOIHOH
§ 5| § % E | & : z g = £ |arrectamuu (no
= ts ®
5 ol |&E |8 7 & 8 2 '8 |cemecmpan
o S|lo B8 |Heo {8 |05 & P
1 (Ilpeawmer, 3 2 2
COJIEpIKaHuE,
3a/1a9M Kypca
Pa3nen 2. Mcropusi rocy1apcTBEHHOT0 1eJI0NPOU3BOACTBA
2.1 |Bo3HukHOBeHU |3 2 4 10 Onenka
¢ ¥ pa3BUTHE MPaKTUYECKHUX
JIEJIOTPOU3BOJIC 3a1aHui
TBAa B
YUPEXKACHUAX PTC
Poccun XVI -
XVII BB.
2.2 |denompoussoc|3 2 6 10 Ouenka
TBO B MPAKTUIECKIX
YIPEXKACHUAX 3alaHUN.
Poccun XVIII B
u
PTC
2.3 3 2 6 10 Orenka
MPAKTUIECKIX
Henonpoussojc .
TBO B 3aJIaHUM.
YUPEKIEHUSIX [IpoBepka u
Poccun XIX - OLICHKa
Havane XX BB. KOHTPOJIbHBIX
pabor,
PTC
24 3 4 12
CraHoB1EHUE U [IpoBepka u
pa3BUTHC onenka PTC
JIEJIOTIPOU3BOJIC
TBAa B




COBETCKHUX
roCyJapCTBEHH
BIX
YUPEXKIEHUSX.

Pa3znen 3. Opranu3zanus ¥ TEXHOJIOTUsI TOKYMEHTALUMOHHOIO o0ecrevyeHust

ynpasJienusi B Poccuiickoit @enepanun

3.1 4 2 6 CobecenoBanue
Opranuzanus
JIOKYMEHTAIH
OHHOT'O
obecrieueHus
YIPaBJICHUS
3.2 |Opranuzanus |4 2 6 6 Ouenka
ciyx06s1 IOY. NPaKTHYECKUX
3aJJaHuH,
KeicoB
3.3 |Opranmszamus |4 4 6 6 Ouenka
JOKYMEHT0000 IIPaKTUYECKHUX
poTa
3aJlaHuU, KEHCOB
3.4 |Peructpauust |4 2 6 6 Ouenka
OHOKYMCHTOB M HpaKTI/I‘IeCKHX
OpraHu3alus
CIIPaBOYHO- 3ajaHum,
HHPOPMalluOHH o
bop KEHCOoB,
oro
00CITy)KMBaHUsI KOHTPOJIBHBIX
pabor
3.5 |Konrpoius 4 2 6 Ouenka
HCITOJTHEHUSI MPaKTUYECKHUX
JIOKYMEHTOB 3aJlaHul, KeHCOB
3.6 4 2 CobecenoBanue
Opraam3anus
JIETIOTPOU3BO/IC
TBa 110
MPpCAJIOKCHUAM
3asBJICHUAM U
Kagobam




rpaxaaH
3.7 2 6 6
XpaHeHue Onenka
IOKyMEHTOB B npaKTI/IIUIeCKI:IX
[EIOMTPOU3BO/IC 3a/IaHM#, KEHCOB
'BE 4
praHu3anuu
3.8 |Hampasnenus 2 4 CobecenoBate
COBEPIIEHCTBOB
anus 10Y
18 umoeoeas
Dxzamen KOHMpPONbHAS
paboma
Hroro 4 30 40 18 92
(2018 200 naoopa)

OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTABISACT _S 3.¢., 180 4., B TOM UnCIlie KOHTaKTHas padoTa
oOyuaroruxcs ¢ npenogasareneM __70_ 4., mpomexxyTouHas arrectarus _18__ 4.,
camocTosTeIbHas padoTa 00y4Jaromuxcs, B T.4. KypcoBas pabora _ 92_ 4.

Ne |Paznen Bunael yue6HoI paboThl, (B yacax) DopMBI TEKYIIETO
/11 | IUCLUATIINHEL/ KOHTPOJIA (no
TeMa KOHTaKTHas HeoensIm ce-
Mecmpa)
o P I =w
> = z = x
S 2 §, g s dopma
H v
= - § 2 = E g & 3 5 -, |IPOMEKYTOUHOH
é = = % & & ] = E g = & |arTecranun (no
® te) s
o s |l | && | = 1 S 8 2 'S |cemecmpam
O |0 [E8 |E o 253 |05 & P
1 |IIpenmer, 3 2 2
COJIEPIKAHUE,
3aJla4uM Kypca
Pa3znen 2. Mcropust rocy1apcTBeHHOI0 1€JIONPOU3BOACTBA
2.1 |Bo3aukHOBeHH |3 2 4 10 Ornenka
€ ¥ pasBUTHUC MPaKTHYECKUX
JETIOIPOU3BOIC 3amaHui
TBAa B
YUPEIKACHUSIX PTC
Poccun XVI -




XVII BB.
2.2 |denompoussoic|3 2 6 10 Ouenka
TBO B MPaKTUYECKHUX
YIPeXKACHUAX 3alaHUN.
Poccuu XVIII B
u
PTC
2.3 3 2 6 10 Or1enka
MPAKTUYECKUX
HenonpousBojc .
TBO B 3aJaHUMH.
YUPEKIEHUSIX [IpoBepka u
Poccun XIX - OlLICHKA
Havane XX BB. KOHTPOJIbHBIX
pabor,
PTC
2.4 3 4 12
CranoBnenue u IIpoBepka u
pa3BUTHC onenka PTC
JIETTOTIPOU3BO/IC
TBA B
COBCTCKUX
rOCyIapCTBEHH
BbIX
YUPEKACHUAX.
Pa3znen 3. Opranu3anus ¥ TEXHOJIOTHsI TOKYMEHTALIMOHHOT0 o0ecreyeHust
ynpasJjenus B Poccuiickoil @enepanuu
3.1 4 2 6 CobecenoBanmne
Opranuzanus
JIOKyMEHTaI!
OHHOTO
obecrieyeHns
yIpaBJICHUS
3.2 |Opranuzamnus |4 2 6 6 Orenka
ciy:x6n1 JIOY. MPAKTHYCCKUX
3aJaHuH,
KeMcoB
3.3 |Opranuzamnus |4 4 6 6 Orenka
JIOKYMEHT0000 MIPAKTUYECKUX
pora
3aJlaHuU, KEHCOB
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3.4 |Peructpauus |4 2 6 6 Orenka
JIOKYMEHTOB U MPaKTUYECKHUX
OpraHu3aIus
CIIPaBOYHO- 3ajaHuu,
MH(OPMAIINOHH .

bop KEHCOB,
oro
00CITyKHBAHHS KOHTPOJBHBIX
pabot

3.5 |Konrpoin 4 2 6 Orenka
HCIIOJIHEHHS MPAKTUIECKIX
AOKYMCHTOB 3aJaHuil, KENCOB

3.6 4 2 CobecenoBanue
Opraam3anus
JETOIPOU3BOIC
TBa IO
NPEII0KEHHIM
3asBJICHUSAM H
Kanodam
rpaxkaaH

3.7 2 6 6 OrneHka
XpaHeHue

MPaKTUYECKHUX
TOKYMEHTOB B L
eTonpONaBOIC 3aJaHuil, KEHCOB
'BE 4
praHu3anuu

3.8 |Hanpasnenus 2 4 CobecenoBanue
COBEPILIEHCTBOB
anus JJOY

18 Umo206as
KOHMPOJIbHASA
Okzamen P
paboma
Hroro 4 30 40 18 92
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3. Conep:xanue TUCHUIMIMHBI (MOYJIs1)

Ne | HaumeHoBaHue pa3jena Conep:xkanue
JTUCIUTIINHBI
1 1. Hazumauenue Kypca, [Ipenmer, coaepkaHue WM 3aJadyd Kypca.

TepmuHONOTHS OCHOBHBIX MOHATHH B 00JacTu
MCTOYHUKU 1 JINTCPATYpa NeNONpPOU3BOJCTBA, ee  dBomtouus.  OrleHka
TEPMUHOB B OT€YECTBEHHOM JIUTEpaType.

B3anMocBs3b OpraHu3alnuu Hu
TEXHOJIOTUU TOCYIapCTBEHHOI'O JEIONPOU3BOCTBA
c pa3BUTHEM TOCYJAPCTBEHHOIrO arapara, €ro
GYHKIMSIMH W CTPYKTYPOM. [Tepuonuzanus
OCHOBHBIX 3TAlOB Pa3BUTHUS AEIONPOU3BOJCTBA.

Oco0eHHOCTH U 3aKOHOMEPHOCTH PabOTHI C
JOKYMEHTaMU B yupexaeHusx Poccuu B paznuunbie
HUCTOPUYECKUE TEpPUOAbl, X MPEEMCTBEHHOCTh B
YCJIOBHSIX ACSITEIBHOCTA COBETCKOTO U POCCUIICKOTO
rocyJapCTBEHHOTO amnmnapara.

Mecto Kypca cpeau JApYTHX H3y4aeMbIX
JTUCLUTIIVH.

O0630p HCTOYHMKOB U JIUTEPATYphl IO
nenonpou3BoicTBy B Poccun o 1917 1.

Jluteparypa 1O Hay4YHOHM OpraHU3aALUU
ynpasneHdyeckoro tpyna B 1920 - 1930-x rr., ee
3HAUYEHHE JIJISl U3YUCHHS Kypca.

PaGoter mo nenompousBoactBy  1960-x -
1980-x IT., dbopMupoBaHue HOBBIX
palMOHANN3AaTOPCKUX HJEH U HUX OTPAXKEHHE B
HMCTOYHMKAX U JINTEpaType, NEPUOINYECKON NTeYaTH.

CoBpeMeHHass crnenuanbHas JUTEpATypa,
yueOHUKH U yueOHble Tmocobus. M3meHeHue
TEMaTUKH HAay4YHO IpakTudeckux pador B 1900-e -
2010-e IT. B CBSI3U c CO3JIaHUEM
aBTOMATU3HPOBAHHBIX CUCTEM JIEJIONPOU3BOJICTBA,
COBPEMEHHBIX CPENCTB KOMMYHUKAaIUH,
OpraHU3alIOHHON U BBIYMCIUTEIBHON TEXHUKHU.
Jluteparypa 1O TEOPUHM W MPAKTUKE YIpPaBICHUS
TOKyMEHTarue 3a pyoeskoM. OTIeHKa BO3MOXXHOCTH

3aMMCTBOBAHUA 3apy6e>i<Horo OIIbITa pa6OTBI C
AOKYMCHTaMH

2 PernaMeHTanus 3aK0OHOIATEILHEIMUA aKTaMH
2.1. Bo3HUKHOBEHHE U Pa3BHUTHE
XVI - XVII BB. OTHENbHBIX CTOPOH CO3JaHHUS U

JeJIONPOU3BOACTBA B 5
oopmMIIeHUS JIOKYMEHTOB, 00s13aHHOCTEH
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yupesxkaenusax Poccun XVI - XVII

BB.

“CHyXWIbIX JIIOJIEN. Opranuzanus
JIEIOTIPOU3BOJICTBA B IEHTPAIBHBIX YUPEIKICHUIX
Pycckoro [[EHTPATU30BAHHOTO rocynapcTna
(mpukaszax), 1 MECTHBIX YUPEXKACHHUAX (IIPHUKA3HBIX
n30ax), ero ocooeHHoctu. OCHOBHBIE 3TaIbl Pa0OTHI
c JTOKYMEHTaMH, JIEJIONIPOU3BOICTBEHHBIC
onepanuu. CTonb1oBas opma IeT0mpoOru3BOICTBA.

2. 2. [OenonpoussopcrtBo
yupexkaeHunax Poccum XVl 8

XapakTepucruka «['eHepanbHOrO
periiaMeHTa» 1720 T. KaK OCHOBHOTI'O
3akoHogarenbHoro akra XVIII B. mo opranuzauuu
JIeJIONPOU3BO/ICTBA. PernmameHTanus JOJKHOCTHBIX
00s3aHHOCTEH  CchayXalMX B 3aKOHOJATENIbCTBE
XVIII B. Tabenb o panrax 1722 r. Ponb cexperaps
B KOJIJIEKCKOM Jieionpou3Boactee. OcoOEHHOCTH
TEXHOJIOTMM  JAesonpous3BoAcTBa.  Opranuszanus
apXUBHOT'O XPAaHEHUS JOKYMEHTOB.

«Obmiee yapexaenue ryoeprackoe» 1775 . o
MOpPSIAKE  JEJONPOU3BOACTBA U YCTAHOBJICHHUE
vepapXuu B JOKYMEHTUPOBAHUU B3aUMOOTHOIIEHUHN
LEHTPAIbHBIX M MECTHBIX YyupexaeHuil. OTaudus
TexHoJoruu  genonpousBoiacta XVIII B. ot
TEXHOJIOTHH NPEIIIECTBYIOLIErO MEPUOA.

2. 3. Jle1ompou3BOACTBO

YUpeKIeHUsAX
Hayaje XX BB.

Poccun  XIX

B

«Ob6mee yupexaeHue MUHUCTEPCTB»
1811 r. Kak OCHOBHOM 3aKOHOJATEIBHBIN aKT MO
€IMHOOOpa3HOMY TMOPSIKY JEIONPOU3BOJACTBA B
yupexxnenusax XIX B. Co3gaHue  CHCTEMBbI
JEJIONPOU3BO/ICTBA, COOTBETCTBYIOLIEH
€AMHOHAYAJIbHOMY NOPSJIKY NPHUHATUS PELICHUN B
LHEeHTpAIbHBIX  yupexaeHusx Poccum XIX B.
PernamenTanus nBuKeHNs TOKYMEHTOB.

TenmeHMM pocTa JOKYMEHTOOO0OpOTa W
MEphl 10 €ro COKpAIEHHUIO B 3aKOHOIATEIIbCTBE
XIX B. Bnusinue HOBBIX CpelCTB
JIOKYMEHTHUPOBaHUS, CBSI3U, KOIMUPOBAIBHOMU
TEXHUKH Ha CHUCTEMY paboThl € JOKYMEHTaMH.
Pa3pabotka palroOHaIbHBIX CUCTEM
JEJNONPOU3BOJICTBA B OTAEIBHBIX BEIOMCTBAX U
3HAQYEHHE HTOr0 ONbITa JJs MOCIEAYIOIIEro
pa3BUTHS JEIONPOU3BO/ICTBA.

CoBpemMeHHast OLICHKA CHCTEMBI
JIEJIONIPOU3BOJICTBA JOPEBOIIOIUOHHON Poccun u
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€ro BIIMSHHE Ha JalIbHEWIIee Pa3BUTHE CIIOCOOOB U
METOJIOB pabOTHI C JOKYMEHTaMHU.

24.

CraHoBJIeHHe W pa3BUTHE
AeJI0NPOU3BOACTBA B
COBETCKHMX TOCYJapCTBEHHBbIX
y4peKIeHHsX.

[Toucku panuoHaNBHBIX (OPM OpraHU3aALUN
nenorpou3Boctsa B 1919 -1920-e roapt.

Hayuynast opraHuzanus ymnpaBlIEHYECKOTO
Tpyna Kak ¢opma OOIIECTBEHHOTO IBIKECHUS 3a
paloHaIN3aluIo rocanmnapara.

Coznanue HAyYHO-HCCIIEI0BATENbCKUX
WHCTUTYTOB, BEJIOMCTBEHHBIX U BHEBEJIOMCTBEHHBIX
OpraHoB panuoHaNn3aluu, ux
HCCIeA0BaTeNbCcKas JeSTEIbHOCTh M MPAKTUUYECKUE
pa3paboTKu TO BHEAPEHUIO HAYYHOU OpraHHM3aIIU
ynpasienueckoro tpyaa (HOVYT).

OnpiT pabotel OTnena aaMHUHUCTPATHBHOMN
texauku (ATO) HK PKM CCCP, akuuoHepHOro
obmectBa  «Oprcrpoit», WHCTUTYTAa  TEXHUKH
yIpaBiIeHUs o paroHaI3aun
JIEJIONPOU3BOJICTBA B LIEHTPAJIbHBIX U MECTHBIX
YUPEKICHUSX.

XapakTepuctuka © 3HaueHHe «OO0mux
MPaBWJI JOKYMEHTAIIUU H JIOKYMEHTOO0OpOTa» Kak
MONBITKA  O0OOIIEHUsT METOJO0B pPaIlHOHATA3AIUN
NENIONPOU3BOJACTBA W BHEIPEHHS B IMPAKTHKY
paboThl  €IMHBIX MpaBWJI  OpraHu3ald U
TEXHOJIOTUH JI€JOMPOU3BO/ICTBA.

J[earenbHOCTH I'maBHOrO apXHUBHOT'O
ynpasinenus ('AY) CCCP no wmeroguueckoMy
PYKOBOJICTBY JIEJIOMPOU3BOJICTBOM.
Metoauueckue pa3padorku 'AY CCCP 1960-x rr.
[0 OpPraHu3ally U TEXHOJIOTHH JIeJIONPOU3BOJICTRA.
Co3nanue u BHeapeHue (OCHOBHBIX MOJOKEHUN
Ennnon roCyJ1apCTBEHHOU CUCTEMBEI
nenonpousBonactBa (EI'C/]), ee 3HaueHue mid
OpraHu3alyy ACJIONPOU3BOACTBA B YUPEKICHUIX U
OpraHu3alusIXx.

AKTUBM3AIUA COBEPILIEHCTBOBAHUS
nenornpou3BojictBa B 1970-e — 1980-e rr. PazButue
TEOPETHUUYECKUX UM NPHUKIAJAHBIX HCCICAOBAHUI B

obnactu COBEPIIICHCTBOBAHUS
JIOKYMEHTAIIMOHHOTO O0OecreyYeHus YIpaBJICHUS.
®opMUpPOBaHUE  KOHIEHIIHHI JOY. Iens,

HasHaueHue, cocTtaB (OCHOBHBIX  ITOJOKCHUM
I'CAOY, xapakTepuCTHKa OCHOBHBIX MOJIOKEHUH U
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TEMATUYCCKHUX Pa3ICI0B.

3.1. Opranusanus
AOKYMEHTAIMOHHOT 0
olecrieyeHust ynpaBJieHHsA

Hoxymenmayuonnoe obecneuenue
VIPABNEeHUsl - OCHO8A MEXHOI02UU YNPABTIEHUs.
Iloustue «IJOKYMCHTAIIMOHHOC
obecrieuenue ympasienus» (JOVY). CooTHomeHne

MMOHSTHHI «JIEJIOTIPOU3BOJICTBO»,
«JTOKYMEHTAIIMOHHOE O00ECIICUCHUE YIpaBICHUSI»,
«yIpaBJIeHUE JTIOKYMEHTaMM». VYnpasnenue

JOKYMEHTaMU KaK COBOKYIIHOCTb JI€UCTBUM C
JNOKyMEHTaMU OpraHu3anuu c LETIbIO
JIOKa3aTelIbcTBa  IPOBEICHUS  YIPABICHYECKUX
OIlEpaLUi. TpeboBanus K YIIPaBIECHUIO
JOKYMEHTaMHU.

VYmpasneHueckas NEeATEIbHOCTD u
JOKYMEHTAl[MOHHOE  00ecreueHue  YIpaBICHMSL.
JIOKyMEHTallMOHHOE O0ecleyeHne YNpaBiIeHUs Kak
GyHKLHMS YIpaBlIEHUs, €ro MECTO Cpeau IPYrux
¢byHKUMi yrpaBieHus. 3Hau€HHE TOKYMEHTOB IS
peanu3aluy YIpaBICHYECKUX pelleHui. BiusHue
Xapakrepa YIpaBiICHUS, IPUHLUUIOB IPUHATHUSA
YIPaBICHYECKUX PELICHUH  Ha OpPraHu3alui0 H
TEXHOJIOTUI0  JOKYMEHTAI[MIOHHOI'O OOeCIeYeHHUs
yIIpaBICHU.

JIoKyMeHTalluOHHOE obecrieyeHne
yIpaBJIeHUs] KaK CUCTEMa paboOThl ¢ JOKYMEHTaMH.
@akTophl, BIMAIOIIME HA €ro OpPraHUu3alul U
TEXHOJIOTHIO B YYPEKICHHUAX, OPraHM3alUAX U Ha
NPEANPUATUAX ~ PA3IMYHBIX  OPraHU3alMOHHO-
npaBoBbIX (opM. OpraHu3alMOHHBIE, IPaBOBBIE,
COLIAJIbHBIE U IICUXOJIOTMYECKUE AaCIEKThI
JOKYMEHTAIMOHHOTO 00ECTIeUeHHs yIIpaBICHUS.

BinsiHue  aBTOMaTH3MpPOBAaHHOM  TEXHOJIOTHMH
00paboTKM  JOKyMEHTOB  Ha  JOKYMEHTallMOHHOE
obecrieueHue yIIpaBIcHUS.

B3aumocss3p JOKYMEHTallMOHHOTO
obecrieyeHus YIPABJICHUS c XpaHEHUEM
JOKYMEHTOB B  apXMB€ OpraHu3alludi U B
rOCyAapCTBEHHBIX apXHUBaX.

Hanpasnenus cocyoapcmeennozo
Pe2yiuposarus 0eionpouU3B00Ccmea
6 1990-e — 2000-e 200v1.
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XapakTepucTUKa  3aKOHOJATEIbHBIX U
HOPMAaTHBHBIX  MpPaBOBBIX akKTOB  Poccuiickoit
Qenepanyy,  periaMEHTUPYIOLMX  paboTry ¢
nokymeHTamu.  HampaBieHusi rocyJapCTBEHHOTO
peryiupoBaHus. 3aKOHOJATENBHOE 3aKpeIIEHUE
o0mux TpeOOBaHUM K JOKYMEHTaM U CHUCTeMaM
yIpaBJieHUsI. OTBETCTBEHHOCTh 3a paboTy cC
JOKYMEHTaMH M UX COXPaHHOCTb.

XapakTepucTrka HOPMaTHUBHO-
METOJIMYECKUX  JOKYMEHTOB  MEXKOTPAaCIeBOrO
JIEUCTBUSL.

3.2. Opranmzanus cayx0s1 10Y.

OpranuzanvoHHbIe bopmbI
JOKYMEHTAI[MOHHOTO OOECIICYCHUsSI  YIPABIICHHS.
dakTopsl, OTIpEIeISFOIINE BBIOOD
OpraHu3alMOHHOMN dhopmbl B KOHKPETHOMU
OpTaHu3aIH.

OcHOBHas 11€11b, 33141 U (QYHKIIHH CITY>KOBI
JOYVY.

Tumnossle cTpykTypsI ciryx0b1 IOY.

PernmamenTarus byHKIII
oipa3IeIeHui M0 JOKYMEHTAIIHOHHOMY

oOcinyxuBaHulO. TuUNOBBIE U HMHIUBUIYyaJbHBIC
nonoxenus o ciayxoe JIOY. Tumosoit dhopmyssp
MOJIOKEHUs, cocTaB  MHGOpMaluu,  MHOPSAOK
pa3pabOTKU U yTBEPKICHUS.

JIOIDKHOCTHOM M YMCJICHHBIM  COCTaB
paboTHHKOB ciyk0b1 JJOY. OyHKIMH paOOTHUKOB
CITY>KOBI J0Y (cexperapb CTPYKTYPHOT'O
0JIpa3esieHus, CEKpeTaphb PYKOBOJUTENS,
WHCHEKTOp MO KOHTPOJK M T.O.). 3aKperieHHe
OTBETCTBEHHOCTH U TOJHOMOYMN pPabOTHUKOB
cyx0sr JIOY.  JlomKHOCTHAsE WHCTPYKIMS Kak
OCHOBHOH HOPMaTHBHBII JIOKYMEHT,
OIIpeAEIAIOIUI OpraHU3aIl[MIOHHO-TIPaBOBOE
noJjiokeHue padboTHHKa. DopMyIsip AOKHOCTHOU
MHCTPYKLIMH, COCTaB  HMH(POpPMALUHU, MOPSAOK
pa3pabOTKU U YTBEPKICHUSI.

[Monoxenue o cimyx6e JJOY u momkHOCTHAS
WHCTPYKUHUS KaK  HOpPMaTHUBHas  OCHOBa
pacmpeneneHnst Tpya MEXIy MOJpa3JeieHUsIMA U
VCTIOJTHUTEIISIMH.

WHcTpyKuss 1O AENONPOU3BOACTBY -
OCHOBHOM HOPMAaTUBHBIN aKT, PETIaMEHTUPYIOIIHUI
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TEXHOJIOTUIO JOKYMEHTAllMOHHOTO  OOecreyeHus
ynopaBieHus.  TUnoBble M WHAUBHyaJIbHBIC
uHctpykuuu.  Ilopsgok  pa3paboTku,  cocTaB
uH(pOpMaNUY, TIPaBUIIA YTBEPKICHUS U BHEAPEHUS.
OTBETCTBEHHOCTh COTPYAHUKOB OpraHU3alUM 3a
colOutoieHre TpeOOBaHUI MHCTPYKIIHH.

HopmupoBanue Tpyna paGOTHHKOB CITYy:KOBI
JAOY, TunoBble  HOPMATHUBBI  BPEMEHU  Ha
JIeJIONPOU3BOJICTBEHHbIE PaOOTHI.

Pa3mMelieHne CTpPYKTYpHBIX MOApa3IeICHUAN
cyx6sr JIOY. VYcnmoBus Tpynma, opraHuzamusi
o0opynoBaHue pabouuXx MecCT.

[lopsimoxk XxpaHeHus mnedateil, OJIaHKOB H
MpaBujia TMOJb30BAHUS MMHU. OTHKA JIEJIOBBIX
OTHOIICHUHN, TICUXOJIOTMYECKUH aCTIeKT padoThI ¢
JTOKYMEHTaMHU. [ToaroroBka KaJpoB
NEIONPOU3BOJCTBEHHBIX  CIYXO. ®opMbI

MOBBIMICHUS  KBAIM(HUKAIIMK  CIICIIHATUCTOB B
obmactu JIOV.

3.3.
AOKyMEHT000opoTa

Opranuzanus

Onpenenenne HOHATHUA
«TOKYMEHTO000POT». OO6mme mnpuUHOHMNBI U
METOIMYECKHE OCHOBBI OopraHu3alu
JOKYMEHTO000pOTa, HX peanu3anus B

JNEUCTBYIOIUX TOCYJApPCTBEHHBIX HOPMATUBHBIX
JIOKYMEHTAaXx.

CrpykTypa U o0mas XapaKTepHUCTHKA
JOKYMEHTOMOTOKOB.  O0BEeM TOKyMEHTOO0OpOTA.
VYder KoJIu4ecTBa JOKYMEHTOB.

[lpwem,  mpoxokaeHHe W HOPSIOK
WCTIOJTHEHUS MOCTYMAIOMINX JTOKYMEHTOB.
IlepBuunas AKCHEAUIMOHHAs o0paboTka
IOKyMeHTOB. llpeaBapuTenbHOEe  paccMOTpeHHE
JTOKYMEHTOB. PaccmoTpenue JTOKYMEHTOB
PYKOBOJICTBOM OpTaHM3ALUH, IPUHITHE PEIICHUS O
XapakTepe MX  HCHOJHEHHS. Hamnpasnenne

JOKYMEHTOB Ha MCIIOJHEHHE.

JlocTaBka  JOKYMEHTOB  HCIIOJIHUTEISIM,
HNOpSIIOK WX TpueMa W mepegaud. Paborta
UCTIOJHUTENS C JOKYMEHTaMH. JTarbl UCTIOJHEHHS.
[Topsimox 0OpabOTKH OTIPABISEMBIX JOKYMEHTOB.
[IpaBuna opraHu3anMu JBUXKEHUS BHYTPEHHUX
JIOKYMEHTOB. HampaBieHuss COBEpIICHCTBOBaHHS
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TOKYMEHTOO00POTa M ITyTH €TI0 COKPAIICHHS.
TenpeHnuu pocra JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHM3aLMIX. Bnusaue
aBTOMaTH3alMu  OO0pabOTKM  HMHPOpPMALMU  HA
KOJINYECTBEHHbBIC U Ka4eCTBEHHbBIC
XapaKTePUCTHKH JOKYMEHTOO0O0pOTA.

3.4. PerucTpanusi 10KyMeHTOB H
opranu3anus CIPaBOYHO-
UHGpOPMALHOHHOIO
00CTy:KNBAHMS.

Perucrpanuss ~ xak  cocTraBHasg  4acTb
texHonorun  JIOVY. IlpuHumMnel  perucrpanuu
JOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
perucTpanoHHbIX (HopMm, cocTaB HMHPOPMALUU H
NOpSAAOK MX 3amosiHeHus. Pa3BuTtne cnoco6oB
perucTpanuu B roCyapCTBEHHOM
JEIIONPOU3BOICTBE.

B3anmocBA3p perucrpanuu IOKyMEHTOB C
opraHu3anuein CIPaBOYHO-MH(DOPMAITUOHHON
paboThl, OpraHu3anueil KOHTPOJS WCHOJHEHUS H
nocneayromei 00padoTKoi TOKYMEHTOB.

WNHnekcupoBaHue NOKYMEHTOB. 3HAUEHUE U
IIpaBuJIa dopmupoBaHus WHJIEKCOB.
WupexcupoBaHne  TOKYMEHTOB B YCIIOBHSAX
TPAIUITMOHHON 00paOOTKU JOKYMEHTOB.

[TpuHIMOBl 1OCTPOEHUST HH()OPMALMOHHO-
nouckoBbix cuctem (UIIC) pyunoro tumna, ux BUIbI.
WudopmannoHHO-CIIPpaBOYHOE o0cCITy’)KUBaHUE
anmapara yIpaBJICHUs B YCIOBUSAX IPUMEHEHHUS
aBTOMaTHU3UpoBaHHBIX TexHonorui JJOVY. Ilouck u
HCII0JIb30BaHNE uHpOpMaLUU B
aBTroMmatuzupoBanubix UIIC.

10

3.5. KoHTpoab  ucCHOJHeHHS
JOKYMEHTOB

®dopmupoBaHue TPeOOBAHUN K OpraHU3AINHI
KOHTPOJIS HCIIOJTHEHUS JIOKYMEHTOB B
JEJIONPOU3BOJICTBE.

3HaueHue KOHTPOJIS 3a CpoKaMu
HCIIOJIHEHUS JIOKYMEHTOB B anmnapare
YIPaBICHUS. OcHoBHBIE IIPUHIIATIBI ero
OpraHH3alMH.

3amaun  cayx0b1  JIOY 10  KOHTpPOIIO
UCIOJIHEHUS JOKYMEHTOB. Kareropuu JOKyMEHTOB,
MOAJIEKAIUE  KOHTPOJIIO Cpoku ucnoJIHEeHus
JOKYMEHTOB. TE€XHOIOTUs KOHTPOJIBHBIX OIEepaLUil.

PernamenTsl  BHYTpEHHEH  OpraHu3aluu
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(dbenepalbHBIX OpPraHOB MCHOJHUTEIBLHON BJIACTH
KaKk OCHOBAa KOHTPOJIA HCIIOJHEHHS JTOKYMEHTOB B
roCyJ1apCTBEHHOM arnmapare Poccuiickoit
denepanuu.

O0o001eHe, a”HaaIu3 W HUCIOJIL30BAHUE
JTaHHBIX 00 WCIOTHEHUH IOKYMEHTOB B YCIOBHUSIX
TPaJIULIMOHHON U aBTOMATU3UPOBAHHOW TEXHOJIOTUU
00pabOTKH JOKYMEHTOB

ABTOMAaTU3UPOBAHHBIE CHUCTEMBI KOHTPOJIS
32 CpOKaMH HCIOJHEHUS JOKYMEHTOB, OIIBIT MX
MPUMEHEHUS.

11

3.6. Opranuszanus
J1eJIONPOU3BO/ICTBA o
NpeI0KeHUsIM, 3asiBJI€HUSIM H
JKaJ100aM rpakaan

OO011ecTBEHHO-TIOJTUTUYECKOE U COIMATIBHOE
3Ha4YeHHEe OOpalleHUH TpakaaH. 3aKoHOJaTelIbHas
permameHtanust  paboOThl € MPENJIOKEHUSIMHU,
3asIBJIICHUSAMU U kajio0aMu Tpak/iaH.

dopmupoBaHKe HOPMaTUBHOMH 0a3bl,
perIaMeHTHpYIOIIed  opraHu3auuio  paboTel €
oOpaleHus MM TpaXJaH B  TOCYJapCTBEHHOM
armrmapare.

OcHoBHble 3amaun  ciayx0sl  JIOY 1o
opraHuzanu paboTsl ¢ OOpallleHUsIMU TPakJIaH, ee
ocobeHHocTH. Onepanuu mo MnpueMy, perucrpaium,
KOHTPOJIO HCIOJIHEHUS, MPHUHITHIO PELIEHUN I10
oOpameHusiM  rpaxkaadH. Cpoku  UCHOJTHEHHUS.
TpebGoBaHus K coEepPKaHUIO OTBETHBIX JJOKYMEHTOB.
®opMupOBaHUE U XpaHEHHE JEJT C TPEATTIOKECHUSIMH,
3asiBIICHUSMH W Kanobamu Tpaxaan. O6obmeHue,
aHaJTM3 W WCHOJb30BAHHME JaHHBIX O padore ¢
OOpalIeHUs MU TPAXKAAH B amrapare yrnpaBieHHs.

Opranuzanus npuemMa rpaxaaH B
rOCy/IapCTBEHHBIX yUpeKIeHUSIX. DOPMBI U METOIbI
COBEPIIICHCTBOBaHUS PabOThI ¢  OOpaIIeHUSIMH
rpaxaaH B oOpraHax TOCYIapCTBEHHOH BIacTH U
yIpaBieHus, B 00IIECTBEHHbBIX OpraHU3aIUsIX.

[Ipumenenue aBTOMaTU3MPOBAHHBIX
TEXHOJIOTUH  JUIsI ~ TMOJATOTOBKM  OTBETOB  H
OpraHu3aIu MH(POPMALMOHHO-CIIPABOYHOM
CIy’)KOBI B YUPEXKICHUSAX C OONBIIMM 00BEMOM
oOparieHu# rpaxaaH.

12

3.7. XpaHeHHe JIOKYMEHTOB B
JeJIONPOU3BOACTBE OPTraHU3AIUH

Opeanus’auuﬂ mexKkyuieco Xxpanerus
aOKyMeHWIO@ u obecneveHue ux COXparnHocmu
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OCHOBHBIE IIOJOKEHHSA 3aKOHOJATEIbLHOMI
periamMeHTanuu XpaHEeHUst JIOKYMEHTOB B
Poccuiickoit denepanuu. Meroaunueckue
JIOKYMEHTBI 110 OpraHU3alui XpaHEHUs.

XpaHeHHEe  JTOKyMEHTOB B  CTPYKTYpPHBIX
rmoApazieNeHusIX opranm3anud  OTBETCTBEHHOCTHh 3a
COXPaHHOCTh MOKyMEHTOB. OpraHu3ars CHpaBOYHOU
pa60TH " NOPAAOK BblIdYU JOKYMCHTOB BO BPCMCHHOC
MOJIb30BaHWE  TIPU  XPAaHEHUH B CTPYKTYPHBIX
noApa3aCICHUAX. XpaHeHHe JOKYMCHTOB Ha
HETpAaJUIIUOHHBIX HOCHUTECIIAX.

CoxpaHHOCTh OKYMEHTOB TPW pPEOpPraHMU3alNN
Y JINKBUIAIUU OPTaHU3aAIUIH.

Homenxnamypa oen

[TonsiTue «HoMeHKIaTypa Aen». Haznauenue
HOMEHKJIATyphl Aen. HomeHkmatypa fen kak 0ocCHOBa
CUCTeMAaTH3allukl  JIOKYMEHTOB B  IENsAX  MX
MOCIIEAYIOLIET0 XpaHEHHUSI.

TpebGoBaHMs K COCTABICHUIO HOMEHKIIATYPHI
nen. Wx permaMmeHTanus B 3aKOHOAATEIBHBIX
aKTaXx ¥ HOPMATHUBHO-METOJMYECKUX JOKYMEHTaX
MEKOTPACIEBOr0 AEHCTBUS.

Buael HoMeHKIaTyp e, UX 0COOEHHOCTH U
Ha3HaYeHUE MeTtoauka COCTaBJICHUS
HOMEHKJIATypPbl Je: U3y4eHUe cocraBa
JOKYMEHTOB,  pa3paboTKa  KJIacCHU(PUKAIMOHHON
CXEMBI; COCTaBJICHHE 3aroJIOBKOB Jel U HX
CUCTeMaTH3alusi ¢  Y4eTOM  yCTaHOBJICHHBIX
TpeGOBaHUH.

[Mopsimox  odopmiieHusi, COTJIacOBaHUS U
YTBEPKACHUS HOMEHKIATYphI 1e7. CpoKu XpaHEHUs
JOKYMEHTOB

Hcnonp3oBaHne HOMEHKIATyphl J€l B
ONepaTUBHOM XPAaHEHUU U apXUBE OpraHU3aluu.

Opeanusayust u nOpsi0oK hopmuposanus
oen

[lonarue “dopmupoBaHue Aen’, OCHOBHBIC
TpeOOBaHUST K  TPOBEACHHUIO JTOH  PabOTEHL.
CoBpemeHHass HOpMaTUBHO-METOAMYECKas 0asa,
ompenenstomas TpedoBanus K GOPMUPOBAHUIO JIETT




20

B JICJIOTIPOU3BOJICTBE.

@opMupoBaHHE eI B OpraHU3alMsaX
pPa3IMYHBIX YPOBHEW YIpaBJICHHS. 3aqadyul CIIYKObI
JOY u apxuBa opraHm3anuu Mo 00eCleYeHHIO
KauecTBeHHOro ¢opmupoBanust nen.  [IpaBuma
dbopMupoBaHHsS B JeNa JTOKYMEHTOB pPa3IMYHBIX
BUJIOB. [IpuHIUIBI cHcTeMaTH3alUd JOKYMEHTOB
BHYTPH JI€]L.

Opzauus’auu}z IKCnepmu3vl YeHHocmu

O0OKYMEHmMO8
ITonsarue “aKcrnepTusa LIEHHOCTHU
nokyMeHTOB .  HopmaTuBHO-MeTOIMYECKHE U

TEOPETUYECKUE OCHOBBI TPOBEJACHUS SKCIEPTU3BI.
TpeboBaHus K MPOBEIEHUIO YKCIEPTU3BI [IEHHOCTH
JOKYMEHTOB.

Opranuzanus paboThl  IIEHTPAIBHOU
skcneptHoM  kommccun (LIOK) wu  skcneptHOM
komuccun (OK) yupexnaeHus (opraHuzanyu) IO
MPOBEACHUIO SKCIEPTU3bl [IEHHOCTH JIOKYMEHTOB.
[Tonoxenune 00 skcrepTtHOW Komuccuu. IlpaBa u
(GYHKIIUM  OKCTIEPTHOW KOMHUCCHH, TOPSJIOK €e
paboThL. JoxymeHTupoBaHuE JeATEIbHOCTH
SKCIEPTHOM  KOMHUCCHHU.  JTambl  MPOBEIACHUS
AKCIEPTHU3bl LIEHHOCTH OKYMEHTOB. OdopmieHue
PE3yNbTAaTOB 3KCIEPTU3HI LICHHOCTH IOKYMEHTOB.

[Tonsarue “nepeyeHb JTIOKYMEHTOB”.
Ha3nauenune wu WCIIOJB30BAHUE TIepEeYHEd B
KaueCTBE OCHOBHBIX MCTOYHHMKOB MO YCTAHOBJICHUIO
CPOKOB XpaHEHUSs U oOO0ecreueHus eIUHCTBA
OMEepPaTUBHOTO XpaHeHUs JIOKYMEHTOB B
JIEJIONIPOU3BO/ICTBE U APXUBE OPTaHU3ALIUU.

TunoBble M  BEJOMCTBEHHBIE MEPEYHHU.
HUcnonb3zoBanne miepeyHed ISl COCTaBJICHUS
KJIacCU(UKATOPOB U HOMEHKJIATYP JIe.

Iloocomoska u ogpopmaenue oen

Yuudukamus  TpeOoBaHMU K Jenam,
caaBaeMbiM B apxuB. HopmaTuBHO-meTOIHMUYECKHE
JOKYMEHTBI ~ MEXOTpPAcleBOr0  NEHCTBUS 00
opopMIICHUH JET.

OcHoBHBIE TpeOOBaHUS K OPOPMIICHUIO JIE.
[TonHoe u wactuuHoe odopmienue aein. [loammBka
nen. Hymepanust nuctoB. 3aBepuTeNbHAs HAJIUCh.
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Baytpennss omnuck. OdopmieHue OOTOKKH 1€
MIOCTOSTHHOTO U BPEMEHHOT'O XPaHCHHUSI.

Onucu oen
ITonsarue «OIHUCh Jei». [IpaBuna
COCTABJICHUS OIUCH nen CTPYKTYPHOT'O
[OJpa3AeiICHUS. Bunsr ommceit. Odopmienue

OIHCH JIeJI CTPYKTYPHOTO TMOpa3aeTICHUS.
Tlopsioox nepedauu den 6 apxue
opeanuzayuu

[lepemaua nem B apXuWB OpraHU3AIHH.
B3aunmopeiicteue ciyx6s JIOY u apxuBa mpu
(GOpMUPOBAaHMM  OCHOBBI  JUIsI  TOCIJIEAYIOIIETO
XpaHEHUs U UCIIONB30BaHUs JOKYyMEHTOB. EMUHCTBO
OpraHM3alfy JIOKYMEHTOB B JCIONPOU3BOACTBE U
apxuBe.

13

3.8. HanpasJjienus
copepuieHcTBOBaHuA JOY

YmpaBneHue NOKYyMEHTaMH KaK 4YacTh CHCTEMBI
ynpasieHuss kadecTBOM. CrTaHAapTH3alus MPOLETyp
YIOpaBJICHUS JTOKYMEHTAMU KaK METOJUYecKass OCHOBa
JEeSTeNFHOCTH CIYXK0 JTOKYMEHTAIMOHHOTO 00eCTIeUueHHs
YIpaBIEHUS B POCCUHCKUX OpTraHU3AIHIX.

Pa3Butue permameHTanMM JAOKYMEHTALMOHHOTO
oOecrniedeHus1 ynpaBieHHUs. Pojb TUTIOBBIX PErIaMEHTOB
OpPraHOB TOCYJapCTBEHHOM BIACTH W YIpPaBIEHUS B
PETYJIMPOBAHUU JTOKYMEHTAIMOHHOTO OOSCIeUCHUsT WX
JesATeIbHOCTU. BHyTpeHHME perfiaMeHThl OpraHu3aluil.

CoBepiieHCTBOBaHNE JOKYMEHTAIIHOHHOTO
o0ecriedeHus yIpaBiieHUs B TOCYAapCTBEHHOM amrapare,
OpraHW3alAIX  PA3NMHYHBIX  (HOPM  COOCTBEHHOCTH
(rocyapCTBEHHBIX u HEroCyapCTBEHHBIX).
YnopsigoueHre OpraHU3alMOHHBIX (OPM U  METOIIOB
paboThI C TOKyMEHTaMH.

PernamenTarmuss  GyHKOUHA, CTPYKTYpPHI u
OpraHU3aIMMOHHO-TIPABOBOTO TOJI0KEeHUS ¢Iyk0 JJOY.

Brnusaue HOBBIX  WH(OPMAITMOHHBIX
TEXHOJIOTUI Ha COBEPIICHCTBOBAHHUE YIIPaBICHUYECKOU
nestenbHocTH U JIOY.

4. Odopa3oBaTe/ibHbIE TEXHOJIOTHH

HaunmenoBanue pa3agesa Bujb1 yueGHoi

Oo0pa3oBaTesbHbIE TEXHOJIOTUH
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n/n padoThI
1 2 3 5
1. |IIpeamert, conepxanue, |Jlekmus BBoanas nekius ¢ UCTIOIb30BaHUEM
3a/1a4u Kypca BUJICOMATEPUAIOB
IToAroToBKa K JEKIMH C UCTIONH30BAHUEM
CamocrosiTenbHast
npaBoBbIX 0a3 «KoHcynmbTanT», «['apant» u 1p.,
pabora caiita «Zakonbase»: 3akoHOHaTeIbHAsS 0aza
Poccuiickoit @enepannn
2. |Bo3HHUKHOBEHUE U Jlexums Jlekums-6ecena
pa3BuTHE
JISIIONPON3BOJICTBA B
yupexgaenusx Poccuu | JJagopatopuoe Pabora c METOAUYECKUMU MaTepUaIaMH,
XVI - XVII BB. 3aHITHE KOJUISKIIUAMHU JIOKYMEHTOB (OHIa JabopaTtopuu
JIOKYMEHTOBEICHUS
PTC
IToaroToBKa K JNEKIMU C UCIOJIB30BaHUEM (POHIOB
CamocTosTenbHas
oubnuorexu PITY u naboparopuu
pabora JIOKyMEHTOBEJICHUS. U TPAKTHYCSCKOMY 3aHSATHIO B
COOTBETCTBHHM C METOJUYECKHMH YKa3aHUSMHU II0
BBITIOJTHEHUIO MTPAKTHYECKUX 3aHATHH.
3. |demonpou3BoacTBO B Jlexuums Jlexus-6ecena
yapexaeHusx Poccun
XVII B
JlaboparopHoe Pabota ¢ MeTOIUYIECKUMHU MaTepHalaMH,
3aHITHE KOJUIEKIIUSAMU TOKyMEHTOB (POHa TabopaTopuu
JIOKYMEHTOBEICHUS
PTC
CamocTosTenbHas
pabota [MonroToBKa K JIGKIMK C HUCIOJIB30BaHHEM (DOHIIOB
OuOIMoTEKN PITY u mabopaTopuun
JIOKYMEHTOBEJIEHUSI M TPAKTHUYECKOMY 3aHATHIO B
COOTBETCTBHHM C METOJUYECKUMHU YKa3aHUSIMHU II0
BBITIOJTHEHUIO MTPAKTHYSCKUX 3aHATUH.
4. | denonpou3BoOACTBO B Jlexnus Jlekius-6ecena
yapexaeHusx Poccun
XIX - nauane XX BB.
JlaboparopHoe Pabora ¢ MeTogMUECKUMU MaTepHaIaMH,
3aHITHE KOJUICKIASMH JOKYMEHTOB (DOHJa 1a00paTopun
JIOKYMEHTOBEICHUS
PTC
IToaroToBKa K JEKIUU C UCIOJIB30BaHUEM (POHIOB
CamocTosTenbHas

oubnuorexu PITY u naboparopuu
JOKyMEHTOBEACHHUS U MPAKTHYECKOMY 3aHITHIO B
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pabota COOTBETCTBHHM C METOJUYECKHMH YKa3aHUSMHU II0
BBITIOJTHEHUIO MTPAKTHYECKUX 3aHATHH.
CranoBnenue u pazputhe |Jlekuus Jlexums-nuckyccust
JIEIIONIPON3BOJICTBA B
COBETCKIX IIposepka PTC
roCynapCTBCHHbIX CamocTostenbHas |[ToAroToBka K JEKIUK C UCIIOIB30BaHUEM (hOH/IOB
YUPCKIACHUAX pabota oubmuorexu PITY u nabopatopun
JIOKYMEHTOBEICHUS
Opraam3anus Jlexmmst IIpobmeMHas JeKIus
JIOKYMEHTAI[IOHHOTO
o0ecrieyeHust
YHpaBICHUA CamocTosTenbHas |[IoAroToBKa K JEKIUH C UCTIONB30BAHUEM
pabota npaBoBbIX 0a3 «KoHcynpTanT», «['apanT» u ap.,
caiita «Zakonbase»: 3akoHomaTenpHas 6a3a
Poccuiickoit ®enepanuu
Opranuzanus cayx0sl  |Jlekuus Jlexumsi ¢ pa300pOM KOHKPETHBIX CUTYaIHHA
A0y
JlaGopaTopHoe Pabota ¢ MeTogUYIECKUMHU MaTepHaIaMu
3aHATHE nabopaTopuu TOKYMEHTOBECHHUS
CamocrostensHast |[ToAroToBKa K JEKIMH C KCIOIb30BaHUEM (OHIOB
pabora OnOIIMoTEKN PITY u nmabopaTopuun
JIOKYMEHTOBEJIEHUSI M TPAKTHYECKOMY 3aHATHIO B
COOTBETCTBHM C METOJMYECKHUMHU YKa3aHHSAMHU IO
BBITIOJTHEHHUIO TA00PAaTOPHBIX 3aHITUI/
Opraam3anus Jlexnus Jlexmmst ¢ pa3060poM KOHKPETHBIX CUTYaITUN
JIOKYMEHTO000pOTa
JlaGopatopHoe Pabota ¢ MeTouuecKuMu MaTepraIaMu
3aHITHE nmabopaTopuu TOKyMEHTOBEICHUS
CamocrostensHast [[loAroToBKa K JEKIUH C HCIOIb30BaHUEM (OHIOB
pabota oubnuorexu PITY u naboparopuu
JOKYMECHTOBEJICHUSI M MPAaKTUYECKOMY 3aHATHIO B
COOTBETCTBHU C METOJMYECKHUMHU YKa3aHHSAMHU IO
BBITIOTHEHHUIO JTa00OpaTOPHBIX 3aHATHI
Peructpanus Jlexuus Jlexumsi ¢ pa300poM KOHKPETHBIX CUTYaIHHA
JOKYMEHTOB H
OpraHMU3anus CIPaBOYHO-
HH(OPMALHOHHOTO JlaboparopHoe Pabora ¢ MmeTomuecKuMH MaTepuaIaMu
3aHITHE nmabopaTopuu TOKyMEHTOBEICHHUS

0o0CTyKUBaHUS
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CamoctositenbHas |[IoAroToBka K JIEKIUK ¢ UCIIOJIB30BaHUEM (DOHIOB
paboTa OMOIHOTEKH PITY u n1a00paTopuun
JIOKYMEHTOBEJICHUSI M TPAKTHUYECKOMY 3aHATHIO B
COOTBETCTBHHM C METOJUYECKHMH YKa3aHUSMHU II0
BBITIOJTHEHUIO MTPAKTHYECKUX 3aHATUH
10. [KonTpons ucionHeHus  |Jlexmmst Jlexmmst ¢ pa300poM KOHKPETHBIX CUTYaITUN
JIOKYMEHTOB
CamocTostenbHas |[ToaroToBka K JEKIUK C UCIIONB30BaHUEM (HOH/IOB
pabota oubmuorexu PITY u nabopatopun
JIOKYMEHTOBEICHUS
11. |Opranuzanus Jlexmus Jlexuusa-6ecena
JeJIOTIPOU3BOJICTBA TIO
MIPEIOKCHHSM,
3asBJICHHSM H XKall00aM | CamocrostenbHast |[TOArOTOBKA K JICKIHH C HITOMB30BAHIEM IPABOBBIX
paboTa 6a3 «KoucymnpTanT», «I'apanT» u np., caita
«Zakonbase»: 3akoHonarenpHast 6a3za Poccuiickoit
denepanuu
12. Jlexmnnm Jlexmmst ¢ pa300poM KOHKPETHBIX CUTYAITUN
XpaHeHue JOKYMEHTOB
8 IEJIONPOU3BOACTBE
bpraHu3anuu
JlaGopatopHoe Pabora ¢ MmeToMYeCKUMH MaTepHUaIaMu
3aHSITHE n1abopaToOpuu TOKYMEHTOBEICHUS
CamoctositenbHas |[IoAroToBka K JIESKIUK ¢ UCIOJIB30BaHUEM (DOHIOB
pabota oubnuorexu PITY u naboparopuu
JIOKyMEHTOBEJICHUSI M TPAKTHYCSCKOMY 3aHATHIO B
COOTBETCTBHHM C METOJUYECKUMHU YKa3aHUSIMHU II0
BBITIOTHEHHUIO JTa00paTOPHBIX 3aHATHI
13. |Hanpasnenus Jlexmus [IpoGnemHuas nekus
COBEPIIICHCTBOBAHUS
J0Y
CamocrosrensHast |[ToAroToBKa K JEKIIUU ¢ UCTIONIL30BaHUEM (DOHIIOB
paboTa oubanorexu PI'TY u naboparopuu

JAOKYMCHTOBCACHU

IToaroroBka K HTOrOBOI KOHTPOJIBHOMN padoTe

S. OneHKa VIAHUPYEMBIX pPe3yJIbTATOB 00y4eHus!

5.1. CucremMa oLleHUBAHUA

®dopma KOHTPOIIS

Makc. KoJIr4ecTBO 0ajLIoB
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3a ongHy padoty Bcero

Texkymuii KOHTPOJb:

- cobeceoBaHNE 5 6ainoB 15 6annos

- OLICHKA MPaKTUYECKUX 3aJJaHui, KEHCOB 5 daJuIoB 25 OajuioB

- KOHTpOJbHas padoTa (Temsr 2.1-2.3) 5 GainoB 5 GamnoB
- KOHTpOJIbHAs padoTa (Temb13.1- 3.4) 5 GaynoB 5 GamnoB
-PTC 5 GamoB 10 GayutoB
IIpoMexyTouHas arrecTanus 40 6annos
(3aueT -3 ceM, dK3aMeH- 4 ceM.)
HWroro 3a ceMecTp (AUCLHUILINHY) 100 6annoB

[TosryueHHBIN COBOKYIHBIN pe3yiIbTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKaTy OLICHOK U B
mKany oreHok EBpomneiickoii cucteMbl mepenoca u HakorieHus kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM ¢ TaOiIHIIEH:

100-6ayupHas Tra oA e IIxana

IKama DAMHHOMHA T ECTS

95 -100 A
OTJINYHO

83 -94 B

68 — 82 XOPOIIO 3a4TE€HO C

56 — 67 D
yIOBJIETBOPUTEIHHO

50 -55 E

20 -49 FX
HEYIOBJICTBOPUTEIHHO HE 3a4TEHO

0-19 F

5.2.Kputepun BbICTABJIEHUS OLEHKHU MO JUCIUIJIMHE

Banasl/ Ounenka mo Kpurtepun oneHkn pe3yibTaToB 00y4eHuUs 10
Ixana AUCHHUILINHE AUCHHUILINHE
ECTS
100-83/ «OTIUYHO»/ BricTaBmsiercs 00y4aromeMycsi, €Ciu OH TITyO0KO H
IIPOYHO YCBOUJI TEOPETUYECKUN U IPAKTUYECKUI
«3a4TEHO
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Baanwl/
HIxanaa
ECTS

Onenka o
JTUCIHUILINHE

Kpurepun oneHKH pe3yJibTaToB 00y4eHus 110
AUCHUILINHE

A,B

(oTIIHYHO)»/

«3a4YTCHO»

Marepuai, MOXET IPOJEMOHCTPUPOBATh 3TO HA 3aHATHUAX
U B XOJI€ IPOMEKYTOYHON aTTECTALIUU.

OOyuaronuiicst HCUEPIIbIBAIOIIE U JOTMYECKH CTPOHHO
M3JIaraeT yueOHbIi MaTepuall, yMeeT yYBSI3bIBaTh TEOPHUIO C
IIPAKTUKOM, CIIPABIISIECTCA C PEIICHUEM 3a1ad
npo¢ecCHOHATLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, TIPaBHJILHO 0OOCHOBBIBACT MTPUHATHIC
peIICHNus.

CB0OOIHO OPUEHTUPYETCS B YIeOHOH U
npodeccnoHaNBLHOM TUTEpaType.

OrneHka no JUCHUILIMHE BBICTABIISIOTCS 00ydaromeMycs ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
arTTecTaluu.

Komnereniuu, 3akpeni€éHnbie 3a AUCUUTUIAHOM,
chopMHUPOBAaHBI HA YPOBHE — «BBICOKHIN».

82-68/

«XOpOIIO»/

«324TEHO
(xopot110)»/

«3a4YTCHO»

BricTaBmsiercs 00y4aromeMycsi, €Clii OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepHrall, [paMOTHO U 10
CYLIECTBY M3JIaraeT €ro Ha 3aHATHSIX U B XOJe
MIPOMEXYTOUHOH aTTecTalluy, He JAOIMYyCKas CyHIIECTBEHHBIX
HETOYHOCTEH.

OOy4Jaromuiicst MPaBUIHLHO TIPUMEHSET TEOPETHUECKUE
MOJIOKEHUS [PU PELICHUH MPAKTUYECKUX 3a1a4
npodeccHoHAbHOM HAMPABICHHOCTH PA3HOTO YPOBHS
CII0)KHOCTH, BJIaJIeeT HEOOXOAUMBIMH VISl 3TOTO HaBBIKAMHU
A OIpUEMaMH.

JlocTaTogHO XOPOIIO OPUEHTUPYETCS B YICOHOU 1
npodeccuoHaBLHOM TUTEpaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOmEMycs C
Y4ETOM PE3YIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTEeCTallUN.

Komnereniuu, 3akpeni€éHubie 3a AUCUUTUIAHOM,
c(OPMHUPOBAHBI HA YPOBHE — «XOPOIIU».
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Bbaaasl/ Onenka no
HIxanaa JUCIUIIJINHE
ECTS

Kpurepun oneHKH pe3yJibTaToB 00y4eHus 110
AUCHUILINHE

D.E

67-50/ «YIOBJICTBOPH-

TEIBHO»/

«3a4TCHO
(ynosneTrBopu-
TEIBHO)»/

«3a4TCHO»

BricTaBnsercst oOydaromemMycs, eciu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUN MaTepuall,
JOTYCKAET OTJCIbHBIC OIIMOKH TIPH €T0 M3JI0’KCHUH Ha
3aHATUAX U B XOIC HpOMe)KYTO‘-IHOI\/'I arTeCTaluu.

OOy4Jaromuiicst UCIIBITHIBACT ONPEICIEHHBIC 3aTPYIHCHUS
B IIPUMEHEHUU TEOPETUUECKUX TOJIOKEHUH MPU PEIICHUH
MPAKTUYECKUX 33729 MPo(hecCHOHATLHOM HAPaBICHHOCTH
CTaHJIaPTHOT'O YPOBHS CII0)KHOCTH, BIIaJIeeT
HEOOXOIMMBIMH IJISI 3TOr0 0a30BEIMH HABBIKAMH U
MPUEMAMHU.

JIeMOHCTpUpYET TOCTATOYHBIN yPOBEHb 3HAHUS yIeOHOM
JIATEPATYPHI 110 JUCLUIIINHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTaLlUN.

Komnereniuu, 3akpeni€éHubie 3a AUCUUTUIMHOM,
c(OPMHUPOBAHBI HA YPOBHE — «IOCTATOUHBIW».

49-0/
F.FX

«HEYJIOBJIETBOPUTE
JILHO»/

HC 3a4TCHO

BricraBisiercst o0yyaromemMycs, €Cli OH He 3HAeT Ha
6a30BOM ypOBHE TEOPETUUECKUN U MPAKTHUECKUI
MaTepHal, JoMycKaeT rpyoble OIMOKY IIpU €ro
U3JI0’KEHUU Ha 3aHATHAX U B XOJ€ IPOMEKYTOUHON
aTTECTallUN.

OO0yuaromuiicst HICTIBITHIBACT CEPhE3HBIC 3aTPYTHCHUS B
MPUMEHEHUH TEOPETUUECKHUX MOJIOKEHUHN MPU PEeLICHUN
MPaKTUYECKHX 3a7a4 MpodeccnoHalbHOI HAlIPaBICHHOCTH
CTaHJIaPTHOT'O YPOBHS CII0)KHOCTH, HE BJIa/IeeT
HGOGXO,Z[I/IMBIMI/I JJ11 9TOIr0O HaBbIKaMU U HpI/IéMaMI/I.

JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS Y4eOHOM
JUTEPATYPHI O AUCIHUILIAHE.

OneHka no JUCHUILIMHE BBICTABIISIOTCS 00ydaroleMycst ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
arTecTaluu.

KomMmnereH1un Ha ypoBHE «OCTaTOUHBIN», 3aKPETUIEHHBIE
3a AMCUUIUINHON, HE COPMHUPOBAHBI.

5.3. OneHo4Hble cpeacTBa (MaTepHAaJIbl) JIsl TEKYLIEro KOHTPOJIsSI yCIeBaeMOCTH,
NMPOMEKYTOUYHOM aTTeCTAIUN 00YUAIONIIUXCS 10 JUCHUNINHE (MOOY10)
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Keiicol 1u1s1 TeKymieil arrecTanuu:

1. CymiecTByeT M B HAaCTOsIIEE BPeMs TOCYJapCTBEHHOE PETyJIUpOBaHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEH 00pabOTKH JOKYMEHTOB (HalpuMep, ONPEeICHbI JIU TUIIOBbIE
orepanuu o0pabOTKH TOKYMEHTOB, HX MOCIEOBATEIbHOCTD) B YUPESKACHUAX, OPTraHU3ALUAX U
Ha NPEIIpPUATUAX CTPAHBbI?

Kakumu noxymMeHTaMy JOJDKHBI WIIM MOTYT PYKOBOJCTBOBATHCSI KOHKPETHBIE CTPYKTYPbI
IIPU pELIEHNU JAaHHOTO Bompoca?

2. JIst peneHnst Kakux 3a/1a4 UCTIONIBb3YIOTCS TOCYAapCTBEHHbBIE CTaHIapThl B chepe
nenonpoun3BoacTBa’? Hazosure Takue cTaHAapTHI

Kakum 00pazom opraHusausi MOXeT JOOUThCS OT CBOMX PA0OOTHHUKOB 0053aTEIIBEHOTO y4eTa
nonoxenut 'OCT?

3. OmHOM U3 BAXKHEHUINIUX SBISETCS MPoOeMa COXpaHHOCTH (XpaHEHHUs) JOKYMEHTOB
opranu3anuii. Kakumu npaBoBbIMH aKTaMU U TOCYIaPCTBEHHBIMU MEXOTPACIEBBIMU
JIOKYMEHTaMHU ClIeJlyeT PyKOBOJCTBOBATHCS MIPU €€ PELICHUH:

3aKoHOJAaTeNbHbIE OCHOBBI XpaHEHUS IOKYMEHTOB

HHble paBOBBIE AKTHI, ONIPEACISIOIINE PELICHUE BOIIPOCOB, CBA3aHHBIX C
COXPaHHOCTBIO (XpaHEHHEM) JOKYMEHTOB

HopMmaTuBHO-MeTOIMYECKHE JOKYMEHTBI, COJEpIKaIIle METOIUKY PabOTHI MO
OIepaTUBHOMY XPaHEHHIO JTOKYMEHTOB U MOJIOTOBKE UX K Mepeaaye B apXUB OpraHu3aluu

4. PyKoBOJIUTENb MIPEANPUSTHS PACTIOPSAWICS MOATOTOBUTH JOKYMEHTBI, KOTOPbIE
JOJIKHBI PETJIAMEHTHUPOBATH JeATENLHOCTH cyx0bl JIOY (kaHIensipun), opraHu3aIuio u
MOPSIOK pabOTHI ¢ JOKYMEHTaMH.

brimo paspaborano [lomoxxenne 06 nHOOPMAITMOHHON TTOJUTHKE, OJWH U3 Pa3IeiioB KOTOPOTO
Ha3bIBaICs «Opranu3aius paboThl ¢ JOKYMEHTUPYeMoii nHpopMaIeii». B pasnene 3akperuisiics craTyc
KaHIEISPUU KaK CITY>KOBI JICITOMPOU3BOJICTBA ¥ (DYHKITUHU €€ COTPYTHUKOB 10 pab0Te ¢ JOKYMEHTAMHU.

Omnpenenure, Kakue OpraHU3aIMOHHbBIE IOKYMEHTBI 3aMeHIT coboi paznen «Opranu3anys
paboTHI ¢ TOKyMEHTHpYeMOU nHpopManneii». [IpaBomepHa 1 Takas MpakTHKa?

Kakoii (F11(5] BHYTPCHHI/Iﬁ HOpMaTI/IBHBIf/’I AOKYMCHT CJICAOBAJIO pa3pa60TaTI>, YTOOBI YCTaHOBUTH
CZ[I/IHHﬁ MOpAAOK ACJIOIIPOU3BOJACTBA HA l'[pe,[[l'[pI/DITI/II/I{.7

5.0npenenure NopsaaoK coctasieHus U opopmieHus [lonoxenus o ciayxoe JOY:
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. paspabaTsiBaeT (KT0?)

Ll MOANMCHIBAaET (KTO?)

L] JIOJIDKHO OBITH COTJIacOBaHO (¢ KeM?)

. yTBEpKIaet (KTo?)

. BBOJIMTCS B JISUCTBHUE (KEM WIIK yeM?)

. nognexart nepecMmoTpy (Mpu Kaknx
obcToATenbcTBax?)

3amoHUTE TIPOITYCKH.

6. PazpaboTaHHasa B opraHM3aummn MHCTPyKLMA NO AeNonpon3BOACTBY COLEPKUT Ceaytolime
TeMaTU4eckue pasgesns:

- Opraam3arus JOKyMeHTOo000poTa

- Peructparus 1okyMeHTOB

- KoHTpoJ1b 3a uCToTHEeHHEM JIOKYMEHTOB

- Homenknarypa nen

- XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX MOIpa3AcICHIIX.

OTpa)KCH JIM B UHCTPYKIIUH BECH IIPOIECC pa60TBI (¢ Z[OKyMeHTaMI/I?
Ecimm HCT, KAKMUMHU pa3aciiaMunu Br1 051 JOITIOJTHUIN ,Z[aHHBIf’I AOKYMCHT.

OO06ocHYHTE CBOE peIIcCHHE.

7. MHCTpYKIMS IO ACTOMPOU3BOJCTBY — 3TO 00s3aTEIbHBIN JOKYMEHT I BCeX PAOOTHHUKOB
OpraHu3alMy WU TOJBKO IJIS €€ CIIy>KObI IeJIONPOU3BOICTBA?
Kro n xakum obpaszom onpeaeisieT chepy pacnpocTpaHEHHUS TaHHOTO JOKyMeHTa?

8. KoMmaHus vMeeT HECKOJIBKO OT/AEICHUH, OHO U3 KOTOPBIX PACIIONIaraeTcsi B TOM XKe
3IaHUH, YTO U NIEHTPaIbHBIA oduc. [pyrue oTaeneHus: pacioioKeHbl B pa3HBIX palioHaX
ropoja.

Kaxk 6yner oprann3oBaH TOKyMEHTOOOOPOT KOMITAHWH B 3TOM CiIydae: OyneT Ju
HEHTpaJIbHBIA 0puC paboTaTh CO BCEMH TOKYMEHTAMH KOMITAaHUU (OCYIIECTBIIATh
[ICHTPAIN30BaHHbIN MTPUEM BCEX JOKYMEHTOB, UX PETHCTPALIMIO, BECTH CIPABOYHYIO PaboTy,
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB U T.JI.) WM TepeacT 3TH GpyHKIuK B oTaeneHus? Ecnu
nepeaact, kakosa oyzaer pousb cinyx0s! JJOY nentpansHoro opuca? Kak Oymyt paboraTs ¢
JOKYMEHTaMH OTJEJICHUS, HaXOSAIIEMCs B TOM XK€ 3JaHHUH, 9YTO U IIEHTPAIbHBIN oduc?

9. [lepBuuHas 06paboTKa JOKYMEHTOB, TOCTYIIMBIINX B KOMITIAHUIO IO TTOYTE, CBOAUTCA K
crnenyromeMy. PaOOTHUKY, BRITIONHSIONINE Ty OIEPAIIHIO, BCKPHIBAIOT U TYT K€ YHUUTOXAIOT KOHBEPTHI,
MPOCTABJISIIOT HAa BCEX JJOKYMEHTAX, B TOM YHclie, PUHAHCOBBIX, OYXTaNTEPCKUX U T.I1., IITAMII O
MOCTYIUIEHUH JOKYMEHTa B OPTaHU3AINIO U [TEPEJAI0T NX HHCIIEKTOPY MO peructpanuu. MHcmexkTop
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MPOCMATPUBAET JOKYMEHTHI H (PUKCHUPYET B PETUCTPALIMOHHBIX (hopMax, MOMUMO TIPOYUX CBEJICHHH,
KOJIMYECTBO JINCTOB M HATMYHE MIPIIIOKEHUH K TOKyMEHTaM.

OHpeZ[CJ'II/ITC, KaKue Tpe6OBaHI/I$I K Iporneccy HepBH‘lHOﬁ 06pa60TKI/I JAOKYMCHTOB B TaHHOM
ClIydya€ HapymaroTCA, U KAKUC HETAaTUBHBIC IMMOCIICACTBUA OTUX HapymeHHﬁ IJId KOMITAaHUH MOTYT
IIPOABUTHCA BIIOCIICACTBUMH .

10. TToMOIIHUK PYKOBOIUTENS, MPEABAPUTEILHO IPOCMOTPEB JOKYMEHTAIINIO, TOCTYHUBIIYIO B
OpTraHM3aIHIO, BCIO €€ TMepeiaeT PyKOBOJUTENIO. B manky ¢ TOKyMeHTaMH BKJIaIbIBA€TCS TUCHMEHHBIH
KOMMEHTapHil 0 COCTaBe MOCTYNHUBIINX IOKYyMEHTOB, KOPPECIIOHACHTAX, afjpecaTax M COAEp KaIInuxcs B
Ka)KIOM JIOKyMEHTE BOIIPOCaX.

B yeMm cocTouT Ha3zHaueHHE Orepanuu «IpeaABaprUuTCIbHOC paCCMOTPCHUC I[OKYMCHTOB»?
HpaBI/IJ'IBHO JIN €T0 IIOHUMAaroT B Z[aHHOf’I Opl"aHI/IBEII_II/II/I{.7

11. O6I]_Ia}1 TCXHOJIOT U pa6OTBI C JOKYMCHTAaMHU B OpraHu3anvi COCTOUT U3 TUIIOBBIX onepaunﬁ:

. NpUEM TOKyMEHTOB;

. nepBUYHas 00paboTKa JOKYMEHTOB;

u

. perucTpanus;

. paccMOTpeHHe TOKYMEHTa PYKOBOJIUTEIEM U OTpEIeIICHNEe XapaKTepa PeIieHus

BOIpoca (Pe30IIoIus);

. MOCTaHOBKA JOKYMEHTA Ha KOHTPOJIb;
. MOJIFOTOBKA MPOEKTA JOKYMEHTA;

. odopMIIEHHE U COTJIACOBAHUC;

. yIIOCTOBEPEHHUE;

u

. OTIIpaBKa M3 OpraHU3aIINH;

JlomomHUTE TIepedeHb HETOCTAIONTAMH OTIEPAITASIMH

12. B COOTBETCTBHU C TOCYAAPCTBEHHBIMU MEKOTPACIECBBIMH JOKYMEHTAMH B HH(POPMAITMOHHO-
MTOMCKOBYIO CUCTEMY I10 JokyMeHTaM opranuzanuu (MIIC) BXomsaT: peructparius, HHICKCaIs,
(dhopMupoBaHue aei.

KaxoBo HazHaueHue kax o cocrapistomieir UIIC? Uto mo3BosiseT 00beIUHUTH UX B OJTHY
cuctemy? Kak oHM MOTYT UCTIONB30BATHCS MTPH MOUCKE JOKYMEHTHON MH(pOpMAaIyu?

13. B perucrpanuonasie (GOpMBI BXOASIINAX TOKYMEHTOB OPTaHU3AIN BHECTIA CIICTYOIIIHE
JaHHBIE:
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JiaTa MOJTydeHus], BXOIAIINA PEerUCTPAIlMOHHBIN HOMEpP, KOPPECTIOHASHT, HOMEp U JaTa
JIOKYMEHTA, KPaTKOe COACPKAHUE, P300S PYKOBOJUTEINSI OPraHU3allK, PYKOBOIUTEb
CTPYKTYPHOTO MOAPA3ACICHUS, PEIOTIOMS PYKOBOAUTENS OIPA3ICICHUS, UCTIOTHUTEb.

Omnpenenvre, COOTBETCTBYIOT JIM 3TH JaHHBIE PEKOMEHIyEMOMY COCTaBY PEKBH3UTOB
peructpanoHHOH Gopmbl. Mimeet i cimyx0a AeT0mpon3BOACTBA MTPABO BKIIOYATh B PETUCTPAIMOHHBIC
(hOopMBI pEKBU3UTHI TI0 CBOEMY YCMOTPEHHUIO?

14. Cuctema perucTpaliiy B OpraHu3aliud UMeeT CMEITaHHy0 GopMy, ITPH KOTOPOH 4acTh
JIOKYMEHTOB (TIOCTYTAOIIME Ha UMSI PYKOBOJUTEIIS, IPUKA3KI U JIP.) PETUCTPUPYIOTCS B CITYKOeE
JIEJTOTIPOU3BOJICTBA, & OCTAIBHBIC — B CTPYKTYPHBIX TO/Ipa3/ICICHUSX.

B ciyx06e nenonpon3BoacTBa BceM 0e3 HCKITIOYSHHUs JOKYMEHTaM NPHCBaUBAETCA UHICKC,
COCTOALIMH U3 MOPSAKOBOrO HOMEpa JTOKYMEHTa B COOTBETCTBYIOLIEH IpyIine (HanpuMep, BXOAALINX
JIOKYMEHTOB) U JUTEPhI «P», 03Hauaromel «pykoBOACTBO», HanpuMmep, P 45. B cTpyKTypHBIX
HOJPa3JeNICHUAX PETUCTPALMOHHBIN UHIECKC COCTOUT U3 UHJIEKCA CTPYKTYPHOTO HOoApa3eeHus (110
BHYTPEHHEMY KJIacCH(UKATOPy CTPYKTYPHBIX IOJPA3CICHUH) U IOPSAAKOBOTO HOMepa, Harpumep, 3-25
win 4-12 u t.11.

Yem Takom MOPAAOK UHACKCUPOBAHUSA HE COOTBETCTBYCT YCTAHOBJICHHBIM Tpe6OBaHI/IHM?
Pemenne xakux I/IH(l)OpMaL[I/IOHHO—HOI/ICKOBBIX 3aaa4 yCJIOXKHAIOT TaKUC I/IHZ[CKCBI?

15. lena B opranu3anuu GOPMHUPYIOTCS B XPAHATCS CIASAYIOIIMM 00pa3oMm:

CIICUATIMUCTBI OTACIIOB 3aBOAAT IMAIIKKW, B KOTOPBIC BKIIAJABIBAIOT JOKYMCHTBI, KaCaroIHueCsa
peuICcHUsA OTACIIbHBIX BOIIPOCOB. Ha o6noxxkax IIOMEIIAaI0TCA (baMI/IJ'II/II/I U MHUIHUAJIbl HCITOJIHUTEINIEH U
YKa3aHUC Ha KOHKPETHOC HAIPaBJICHUC €T0 ACATCIbHOCTHU, HAIIPUMED:

A.C. TepeHTbeB

HN3roroBiieHue u YCTaHOBKa CBETOBOII PEKIAMBbI

B TeueHme roma B TakoW TanKe HAKAIUIMBAIOTCS pPAa3lIMYHBIC JOKYMEHTHI, C KOTOPBIMH
MIPUXOIUTCS pabOTaTh CIEMUAIMCTY B paMKax JaHHOW mpoOjembl. B dmncie JOKyMEHTOB BCTpedaroTCs
MUChMA-TIPEIIONKECHNSI, TMCbMa-OTBEThI HAa TNPEUIOKEHHUS, MHUChMa-peKiIaMalnud, JOTOBOPHl U
MPUJIOKEHUST K JOrOBOpaM, akThl, MPOTOKOJBl W Ap. Ecnm cnemmanmer paboTaer HE C OJHOU
OpraHu3allei, TO BHYTpU MANKU OH MOMEUIACT KapTOHHBIC Pa3feIUTEIU C yKa3aHHEeM KOHKPETHBIX
OpraHu3alMi-KOHTpareHToB. Koraa 10KyMEHTOB CTAHOBUTCS CIMILIIKOM MHOTO, 3aBOJSIT BTOPYIO (TPETHIO
U T.J.) TanKy ¢ TaKOU e HAAMKUCHIO U YKa3aHUEM, UTO 3TO BTOPOE (TPEThE U T.1.) AEJO:

A.C.TepenTnen

M3rotoBineHue U ycTaHOBKA CBETOBOM pekiambl. Ne 2

B KoHIIe rojia narnku MoMeInarTces B mKkad, B OTASICHUS, T XPAHATCS TOKYMEHTBI
OTIPEJICTICHHBIX CTICIIHAIICTOR.
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Takol TopsIIoK XpaHSHHS JOKYMEHTOB OOBSICHSIIOT TEM, YTO IMEHHO TaK CHEITHAINCTaM YA00HO
paboTaTh C JOKYMEHTaMH B TEUYCHHE [ICIIONPOU3BOJCTBEHHOIO TOJla, HCKATh JIOKYMEHTHI IIOCIIC
OKOHYAHHS paOdOTHl ¢ HUMU M O00CECIIEYNBATh MX COXPAHHOCTh, TaK KaK Ka)KJIBIN CIIEIIMAIACT 3HAET CBOM
BOIIPOC U, 3HAYUT, CBOU JOKYMEHTBHI.

Cornacael i1 Bel ¢ Takum 00bsicieHuemM? KTo B TakoM ciydae OyJeT HECTH OTBETCTBEHHOCTD
3a 00eCIIeYCHHE COXPAHHOCTH TOKyMeHTOB? OOOCHYMTE CBOW OTBET.

16. B TeueHue roja y opraHu3alMy MOSBUINCH HOBBIE HAIpaBlIEHUS ACSITENBHOCTH U
HoBble mapTHepbl. HoBas paborta Obuia mopydeHa aByMm otnenaM. Kak ciencTBue, HMOSBUIIHCH
SBHAYUTCIIBHOC KOJIMYCCTBO HOBBIX JOKYMCHTOB, KOTOPBLIC HC 6BI.HI/I npeaAyCMOTPCHBI
I[eﬁCTBYIOIHHMH HOMCHKJIaTypaMH JACJI JaHHBIX OTACIIOB.

PyKOBO,Z[I/ITG.HB opraHu3anyvi CBOHMM IIPUKA30M 065133..]1 BHECTH U3MCHCHHSA B
HOMEHKJIATypy Jen. B pesynpTaTe 3TO CBEJIOCh K COCTaBJIEHUIO B CEpeAMHE IoJa HOBBIX
HOMEHKJIATyp el ABYX OTJENIOB. PyKOBOAUTENh OpraHu3aii UX YTBEPAUII.

[Touemy Takue neWcTBUS HE MOTYT OBITh MPU3HAHBI TpaBoMepHBIMU? Kakue TpeboBanms
K COCTaBJICHUIO U O(POPMIICHUIO HOMEHKIATYPHI J1e]1 ObLTH HapyILIEHbI?

17. Tlocne OomMOOYHOTO YHUYTOXKCHHS PsA/la BaXKHBIX JOKYMEHTOB B KOMIIAHUHU OBLIO
IOPUHATO pELIeHHe O co3gaHuu SKcrnepTHoil komuccun (OK) m pa3zpaboTke BHYTpPEHHUX
HOPMATUBHBIX JOKYMEHTOB, PETYIUPYIONIUX €€ ACSITeIbHOCTD.

B neilicTByromue KOpHoOpaTHBHBIE JOKYMEHTBI, PETJIAMEHTUPYIOIIUE ACSITeIbHOCTD
CITY>OBI JIETONPOU3BOJICTBA U TOPSIIOK PAaOdOTHl C TIOKYMEHTaMH KOMITAaHWHM OBUTH TOOABJICHBI
COOTBETCTBYIOIIHME Pa3eibl, B KOTOPHIX ObUIM OIPEAENICHbI CTaTyC, COCTaB, MpaBa, 00s3aHHOCTH
OK 1 mops10k MpoBEACHUS IKCIIEPTU3BI IIEHHOCTH TOKYMEHTOB.

B ¢ynkuu DK 6110 BKITIOUEHO ClIeIyIONIEE:

- MPOBEPKa MPABMWIBHOCTH 0(hOPMIICHUS TOKYMEHTOB;

- YYET TIOKYMEHTOB;

- OIPEICIICHUS YCIIOBUHM XpaHEHHS IOKYMEHTOB;

- MpoBepKa KauecTBa (OPMUPOBAHHUSI JIEIT,;

- YUET JIeJl C IJTUTEIbHBIMU CPOKaMH XPaHCHUS,

- 0TOOp €)1 Ha XpaHEHUE U YHUUTOKEHHUE;

- OTIPEICIICHHE CPOKOB XPAHECHHS JJOKYMEHTOB;

- OTIPECIICHHUE MTOTHOTHI COXPAHHOCTH JIOKYMEHTOB KOMITAHHH.

Kakue Hapymenus Obu1M JONyIIeHbI pH co3aanuu DK ?

Kakwue, Ha Barm B3ruis/1, yHKIIHE HE COOTBETCTBYIOT Ha3HaueHUI0 DK u He BXOIAT B
MOHSTUE «IKCIEPTU3a IEHHOCTU JOKYMEHTOB»?

18. YacTh BXOIAIMIMX U UCXOIAIINUX JOKYMEHTOB OpraHU3allUM MPEICTaBICHA B
aneKkTpoHHOU popme. [Ipu moaroTOBKE /1€ K Iepeaade B apXuB BCTA BONPOC, B KAKOM BHUJIE MX
HY)KHO CJIaBaTh: B BUJC IMCKOB WJIH IMEPEBEICHHBIX HA OYMaXHYI0 OCHOBY TPaJAUITMOHHBIX
JIOKYMEHTOB.
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CTOpOHHUKH NepeBOJa TOKYMEHTOB B TPAJAULIMOHHYIO OyMaXHYI0 GopMy
MOTHBHUPOBAJIN CBOIO TOUKY 3pEHHs TE€M, YTO HE U3BECTHO, 10 KaKoi popme 10/KHA ObITh
COCTaBJICHA OIIMCH HA JICKTPOHHBIE JOKYMEHTBI, U KaK OIIPEIEIUTD CPOK UX XPAaHCHHUS.

Kak 651 Bel moctynuiau B JaHHOM citydae? MOKHO JIM ONPEAETUTh CPOKU XPaHEHUS
TaKUX JJOKYMEHTOB U ()OpMY OIIHCH, 110 KOTOPOW OHU MOTYT OBITh TIepe/IaHbl B apXUB?

IIpumep BapuaHTa TECTOB 1JIs1 KOHTPOJIbLHOH padoThI

Bapmanr 1

1. IlpaBuna pgemonmpon3BOICTBA B (peAcpalbHBIX OpraHaxX WCIIOTHUTEILHON BIACTH W
Meromuieckre pEeKOMEHIAIMN 10 pa3pabOTKe HMHCTPYKIUH MO JEIONPOU3BOACTBY B (eAepaibHBIX
OpraHax MCIIOJIHUTENbHOUM BIACTH OBUIH MPHHSTHI B TOTy.

Kaxkue u3 nepedncieHHBIX BONPOCOB MeToauueckue peKOMEHIAMN PEKOMEHAYIOT BKIIOUHUTDH B

HWHCTPYKIHIO IO ACJIONPONU3BOACTBY:

] IIpaBHJIa COCTABJICHUSA U 0(OPMIICHHUS JOKYMEHTOB

. MIpaBHiIa OPTaHU3AIMHN TOKYMEHTO000pOTa

° MpaBUJia pErUCTPallii U KOHTPOJIS

° MpaBUJIa XpaHEHUsI IOKYMEHTOB

o ImpaBuJia O6pa6OTKI/I OJICKTPOHHBIX JOKYMCHTOB

. npaBuiia nepenavn GakCUMIIBHBIX COOOLICHNH

o ImpaBuJia XpaHCHUSA DJICKTPOHHBIX TOKYMCHTOB

2. OTMCTBTC B CIIMCKEC THUITIOBBIC HA3BAHUA CJ'Iy)K6 ACJIOINIPOU3BOACTBA:
° Otnen nenonpou3BoICTBa

° Otnen nokymeHTo000poTa

° VYnpasnenue nenamu

o Kanunenspus

. OOmuii oToen

. Perucrparypa

o Cekperapuar

U OTtaen KaapoB U IETOMPOU3BOICTBA

3 . OTMCTBTC B CIIUCKC CTPYKTYpHOC nmoapasacjICHHUC, KOTOPOC pa3pa6aTLIBaeT

WHCTpYKIIUIO TIO JAENOPOU3BOACTBY, M JOIKHOCTHOE JIUI0, KOTOPOE YTBEPKIAET ATOT TOKYMEHT :

e Cmyxb6a JJOY
¢ [Opuanueckas cinyxba opraHu3aruu
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e KampoBas ciryx0a opraHu3aIiiu
e Otxmen Tpyda u 3apIuiaThl
®  PykoBomuTeNb OpraHU3auu
®  PyKkoBOJIUTEINb KOJJICTHATBHOTO OpTaHa
C Kako¥ MaThl HAUMHACT JCHCTBOBATD MHCTPYKITHS. . uvveteentieeteeeeaneenneenneeneenneeanneanens

4. IlpoHyMepyiTe MpaBWIBHYIO TIOCJIEI0BAaTENBHOCTh JIE€JIONPOU3BOACTBEHHBIX OIEpaluil 1o
MOATOTOBKE M 00Pa0dO0TKE UCXOASAIINX JOKYMEHTOB:

o pa3paboTKa MmpoeKTa J0KyMEeHTa

. odopmIIeHHE apecara

o 3aroJIOBOK K TEKCTY

. OTIpaBKa

o oopMIICHHE IPUIOKCHUS

. MPOCTABJICHHE OTMETKH 00 UCTIONHUTEC
. BHU3bI COTJIACOBAHHUS

o MOJIIHCAHHUE

o perucTpanus

5. Peructpanuu nojjiexar:

. BCE TIOCTYTNMBIINE U OTIIPABIIIEMbIE JOKYMEHTHI

. TOJIEKO BHYTPEHHHE JOKYMEHTHI

. TOJIBKO ONEPaTUBHBIC U CPOYHBIC JOKYMECHTHI

. TOJIBKO JTOKYMEHTBI, TOCTYIMUBIINE U3 BHIIIECTOSAIINX OpPraHU3alUNi U OTHPABIISIEMbIC UM
° JIOKYMEHTBI, TPEOYIOIINE y4eTa, HCIIOJIHEHUS M UCTIOJIh30BAHMS B CITPABOYHBIX IENISIX

IIpoMeKYTOUHASI ATTECTALIMS

KOHTpOJIbHBIe BOIIPOCHI U 3aJJaHUA A HpOMe)KyTO'-IHOﬁ aTTeCTAallUd II0 UTOraM OCBOCHMHA
AUCHUIIJIMHBI?

1. OcobeHHOCTH CUCTEMBI JEIOMIPOU3BOICTBA B IICHTPAIBHBIX YUpexaeHusx Poccrm XVI-
XVL, XVIII, XIX BB.. HampariieHust ¥ criocoObI paliioOHaIH3aINH JSIOTIPOU3BOJICTBA B YUPEIKICHUIX
Poccun XIX - mau. XX B.

2. Hanpasnenus moncka paioHaJbHBIX (JOPM OpraHu3alMy AeionpoussoacTsa B 1920-¢
TOJIBI

3. Ponr Hapkomara paGode-KpecThbsTHCKOW MHCIICKITUU B CO3JJaHUN CUCTEMBI
COBETCKOT0 JICIIONPOU3BO/ICTBA.

4. HaubGonee 3HaunMbIe pa3pabOTKH aKIIMOHEPHOTO o01IecTBa «OpreTpoii»,
WHctuTyTra TeXHUKH ynpasiaeHus B 1920-e roasl.

5. Xapakrepuctuka 1 3HaueHHE «OOIIMX MPaBWII JOKYMEHTAIUHN 1
JIoKyMeHTooOopoTa» (1931 1.)
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6. IIporpaMMbI COBEPITICHCTBOBAHUS JIEIOTPON3BOJICTBA, IIPUHATHIE HA MEKOTPACIEBhIX
coemanuax 1941, 1960 rr.

7. HampapiieHHsS TEOPETHUSCKUX | MPUKIIATHBIX UCCIICTOBAHUHN B 00JaCTH
COBEPIIICHCTBOBAaHUS Jieonpon3BoAcTBa B 1970-1980-e rossl.

8. T'ocymapctBenHoe perynupoBanue aenonpousBoacTsa B 1990-¢ — 2000-e robt

9. HopmaTHBHO-METOIMYECKHUE TOKYMEHTHI MEXKOTPACIEBOIO IEUCTBUSI, KOTOPbHIE
OTIPENIETISIIOT COBPEMEHHYIO OpTraHu3aIiio padoThI C TOKYMEHTaMH (HaUMEHOBAaHHE IOKYMEHTA,
roJ ero pa3paboTKH, KpaTKasi XapaKTepHUCTHKA)

10. Opranu3zanus cinyx0b1 JIOY. OcHOBHAas 11e11b, 3a1a4¥ U (QYHKIIUU CITYKOBI, ee
JNOJDKHOCTHOM M YUCJIEHHBII COCTAB.

11. TunoBsie BUIBI U CTPYKTYPHI ciayx0 JJOY.

12. JlokaybHBIE aKThI, PETIAMEHTHPYIOIINE OPTaHU3AIMIO JIEIOoNpon3BoAcTBa. HazHauenue,
cocTaB HHGOPMAIINH, TTOPSIOK Pa3pabOTKU U yTBEPIKIACHUS.

13. I/IHCTPYKI_II/I}I 1o ACJIOMPOU3BOACTBY. Ha3Ha‘l€HI/Ie, CTPYKTYpa TCKCTa, MOPAAOK
IMOATOTOBKH.

14. TToHsATHE «TOKYyMEHTOOOOPOT», MPUHLIUIIBI €T0 OpraHU3alnU. XapaKTePUCTUKU
JOKYMEHTO0000poTa

15. DTaner tokymeHTo000poTa. Onepariu, KOTOPhIE BRIOIHAIOTCS MpU padboTe ¢
BXOJISIIIIUMH TJOKYMEHTaMHU

16. DTaner tokymeHTO000pOTa. Oneparu, KOTOPhIE BRIOIHAIOTCS MpU padboTe ¢
UCXOMSAIIMMHU JTOKYMEHTaMH

17. Dransl 1OKyMeHTO000pOTa. ONEepPaIH, KOTOPbIE BBIMOIHAIOTCS C BHYTPEHHUMU
JOKyMEHTaMU

18. Perucrpanus 1OKyMEHTOB, €€ Ha3HaueHue. [IpaBuia perucrpanuu 10KyMEHTOB.
XapakTepuCcTUKa COBPEMEHHBIX PETUCTPALIMOHHBIX (hOpM, cOCTaB HH(POPMALIUU U MOPSAIOK UX
3aI0JHEHHUS.

19. ITonsATHS «peructpannsi JOKYMEHTOB», «AHJICKCUPOBAHHUE TOKYMEHTOBY.
3HaveHue U npaBuiia GOPMUPOBAHKS MHICKCOB

20. 3HaueHuEe KOHTPOJS 3a CPOKAMU MCIIOJHEHHS JOKYMEHTOB B ammapare
ynpasieHus. TpeOGoBaHUs K OpraHU3aluy KOHTPOJIS UCTIOJIHEHUS TOKYMEHTOB B
ACJIOMPOU3BOJACTBC. 3a1[atm KOHTpOJIBHOfI ACATCIIBHOCTH.

21. Cpoku UCTIOIHEHUS JOKYMEHTOB. TE€XHOJIOTUsI KOHTPOJIA 3a CPOKAMH UCIIOJIHEHUS
JIOKYMEHTOB.

22. 3akoHOAaTeNIbHAs perIaMeHTaIUsI U METOANYECKOe 00eCTICUCHE OPTaHU3alluN
XpaHeHHs JOKyMeHTOB B Poccuiickoit denepanym.

23. Opra"u3zaiys TeKyIIero XpaHeHus JOKYMEHTOB B JICJIONPOU3BOJICTBE
OpraHMu3aIy U 00ecredeHre UX COXPaHHOCTU

24. HomeHknaTypa Jiel, €€ Ha3HAYeHHUE B JICJIONPOU3BOACTBE. Buabl HOMEHKIIATYp



36

nen, ux ocobeHHoctu. TpeboBaHus K HOMEHKIJIAType JeJ, UX 3aKpeIuieHne B HOpMaTHUBHO-
METOJUYECKUX JJOKYMEHTaX MEXOTPACIIEBOIO ACHCTBHUS.

25. Mertoauka cocTaBieHUsI HOMEHKIIATYphl Ael. [Topsimok ohopmieHus,
COTJIaCOBaHUA U YTBCPIKACHUA HOMCHKIIATYPBI ACII.

26. IlpaBuiia popMHpPOBaHUS B Jiea JOKYMEHTOB Pa3IMuHbIX BUIOB. [IpuHIIUIBI
CUCTEMAaTU3alUU JOKYMEHTOB BHYTpU JEII.

27.IlonsTe ‘“‘OKcnepTH3a ILIEHHOCTH NOKyMEHTOB”. HopmaTuBHO-MeTOAMUYECKHE
U TEOPETHUYECKUE OCHOBBI IPOBEACHUS IKCIePTU3bl. [IpMHIMIIBI M KPUTEPUU IKCIIEPTU3I
LIEHHOCTH JOKYMEHTOB.

28. Opranuzanust pabOTHI IO MPOBEICHUIO DKCIIEPTHU3Hl [IEHHOCTH JTOKYMEHTOB.
JloKkyMeHTHpOBaHKE JEITETLHOCTH SKCIIEPTHONH KOMHUCCHU B O(OPMIICHHUE €€ PEe3yIbTaTOB.

29. Haznauenue onucu nen. Bunet onuceit. [Ipasuna cocraBienus u opopMieHue
OIIMCH J€Jl CTPYKTYPHOI'O MoApa3AeIeHus .

30. OnepauHH 10 MOATOTOBKE JOKYMCHTOB K IEPCAAvC B apXHUB OpraHu3alinuun.

31. OcHoBHBIC TpeOOBaHMS K 0OPMIICHHUIO JIeJ TP MX MOATOTOBKE IS TIEpeIadu B
apxuB opranuzanuu. YactnyHoe u nojgHoe opopMIICHHUE.

6. YueOHO-MeTOAMYECKOEe U HH(OpMALIMOHHOE 00ecnieueHne T CIUTITHHbI
6.1. ChnucoK MCTOYHHMKOB M JIUTEPATYPHI
HUcrounuku

®enepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM pene B Poccuiickoit
®enepaunn»  //  [OnextponHeld  pecype]. - M., 2019. - Pexum pgocryna:
https://base.garant.ru/12137300/.

@denepanbhblii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsiake pacCMOTpPEeHUsT 0OpaIIeHHA
rpaxkaan Poccuiickoit ®enepanuu»// [Dnexkrponnsii pecypc]. — M., 2019. — Pexxum noctymna:
https://base.garant.ru/12146661/.

[Tocranosnenue IIpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkaeHun [IpaBui
JIETIOTIPOU3BOJICTBA B (heepaIbHBIX OpraHax MCIOJHHUTEIBHON BIACTH»// [DIEeKTpOHHBIN
pecypcl. - M., 2019. - Pexxum JOCTyma:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

[Toctanosnenue I[IpaButensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBEep>KIeHWUU MPaBUI
oOMEHa JOKyMEHTaMH B DOJEKTPOHHOM BHJE TMPH OpraHW3alud HH(POPMAIMOHHOTO

B3aumonenicreus//  [OnmekTpoHHbi  pecypc]. — M., 2019. - Pexum pgocryna:
https://base.garant.ru/70832680/



37

MeTtoauyeckie pekOMEHAAMU M0 pPa3paboTKe MHCTPYKIHMM MO JeNONpOM3BOACTBY B
denepalbHBIX OpraHax HCIIOJHHUTEIBHOW BIIACTH, YTBEPXKIACHHBIC NMpuKa3zoM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[TpumepHas HHCTPYKLUSA 110 AETONPOU3BOICTBY B FOCYAAPCTBEHHBIX OpraHU3aIUsaX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onexktponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Tpukaz MunkynabTypsl Poccum ot 31.03.2015 Ne 526 «O6 yTBep)ACHUM TNPaBUI
OpraHM3ali XpaHEHUs, KOMIUIEKTOBAHUS, Y4e€Ta M HUCIOJIb30BaHUS TOKYMEHTOB ApPXMBHOIO
donaa Poccuiickoit deneparnuu U Ipyrux apXMBHBIX JTOKYMEHTOB B OpraHax roCy/lapCTBEHHOU
BJIACTH, OPraHaXx MECTHOI'O CaMOYIIpaBJIEHUs U OpraHu3alusax» // [DnexkTpoHHsbI pecype]. — M.,
2019. — Pexum gocryna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

I'OCT P MCO 15489-1-2007 Cucrema ctannapToB 1o nHpopmanuu, OUOIMOTEUHOMY U
W3/IaTeNIbCKOMY JieNy. YTpaBiieHue aokymeHtamu. OOmme TtpeboBaHus. // [DIEKTPOHHBIN
pecypcl]. - M., 2019. Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXHWBHOE J€710. T€pMUHBI U OMPEIEIICHHUS. -
[DnexTpoHHbIN pecypc]. - M., 2019. Pexnm JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

JonosHuTe/bHbIE HCTOYHUKHU

[TpodeccuonanpHbIM CTaHIapT «CrennanucT no OpPraHu3aliOHHOMY  H
JTOKYMEHTAI[MOHHOMY OOECIICUCHHUIO YIPABJICHUS OpraHu3aluel», YTBEP)KIEHHBIA MPUKA30M
Muntpyna Poccun ot 06.05.2015 Ne 276n // [Dnexktponnsiii pecypc]. — M., 2019. — Pexum
nocrtyna: https://base.garant.ru/71064518/.

[Ipodeccuonanpupiii  ctangapt «CHenuaiucT IO  YIOPaBICHUIO JIOKyMEHTAIMei
OpraHu3anuu», YTBEPKICHHBIM IpHUKa3oM MUHHUCTEpPCTBA Tpyda U COLMAIBHON 3aLIUTHI
Poccuiickoit ®enepanuu ot 10.05.2017 Ne 416u // [DnexktponHblif pecypc]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeueHb THUMOBBIX YHPABIEHYECKHX aPXUBHBIX JOKYMEHTOB, O0Opasylommxcs B
IpoLecce NIEATEIbHOCTH TOCYIAapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CaMOYIpPABICHUS U
OpraHu3alnui, C YKa3aHWEM CpPOKOB XPaHEHHs, YTBEPXKACHHBIM INpHKa3oM MuHuCTEpCTBA
KynbTypbl PO ot 25.08.2010 Ne 558 (B geiicTB. pen.) // [Dnexrponnsii pecypc]. — M., 2019. —
Pexxum noctymna: https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.
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Jlutreparypa

beikoBa T.A. JlokymeHTanuoHHOe oOecrieueHrWe  ympaBieHHS  (JAEIOIMPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yuebroe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e u3za. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?1d=942800/

bo6suteBa M.I1. HekoTtopsie 0coOEHHOCTH COBpEMEHHOTO IoKyMeHTooOopoTa // BectHuk PITY.
2015.  Ne2.  [Omexkrtponnsldi  pecypc]. — M., 2019. - Pexum  pgocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. O HekoTOpbIXx mpobnemax chepbl ympaBiaeHus JOKyMmMeHTaMu B Poccuiickoii
®enepauun // Bectauk PITY. 2014. Ne2. [Dnextponssiii pecypc]. — M., 2019. — Pexum
nocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2. Ilepeyenr pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOH  CeTH

«AHTepHeT»

[IpaBoBbIe 0a3bl maHHBIX: WWW.consultant.ru, www.garant.ru.

7. MarepuajibHO-TeXHUYECKOe oDecriedeHne TUCHUNIMHBI (MOTYJIs1)

AyauTtopuu Uisi TPOBENCHHUS JICKIUH U CEMHUHAPCKUX 3aHATHH C TEXHUYECKUMHU CPEACTBAMU
00ydeHHS (MyTbTUMEANA-TTPOCKTOP (BUACOMPOCKTOP), IKpaH (MIEPSHOCHOHN MIIN CTAITMOHAPHEIH)).

Cocras nporpammHoro oboecnedenus (ITO), coBpemeHnbIX npodeccnonaabHbIX 6a3 1aHHbIxX (B/1) 1
uHpopManuoHHo-cnpaBounkie cuctem (MCC) (2017 r.)

1. Ilepeyens 110

Tabnuya 1
Nent Haumenoanue 10 [TpousBomutens | Crocod pacmpocTpaHeHUS
/n (tuyensuonHoe unu
c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE

3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
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7 Microsoft Share Point 2010 Microsoft TUIEH3NOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepevyens Bl u UCC
Tabauya 2
Nori/nn HaumenoBanue

Web of Science

Scopus

MexnyHaponHbie pedepaTuBHbie HaykoMeTpuieckue bJl, mocTymHble B paMkax
HaIlMOHAJIFHOH noamucku B 2017 T.

2017 r.

SAGE Journals

Kypnans! Taylor and Francis

HpO(i)CCCI/IOHaIIBHBIe IIOJTHOTCKCTOBBIC BH, AOCTYIIHBIC B paMKax HaHHOHaHBHOﬁ IOAIINCKH B

Kypuansr Oxford University Press
ProQuest Dissertation & Theses Global

JSTOR

[Ipodeccrnonanbubie TOMHOTEKCTOBEIE B/

W3 nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HAyKam

l"apanT

KouncynsranT Ilntoc,

KommeroTepHble cripaBoYHbIE TIPABOBBIE CUCTEMBI

Cocras nporpammHoro oboecnedenus (ITO), coBpemeHHbIX npodeccnonaabHbIX 6a3 aHHbIxX (B/1) 1
uHdopmauunoHHo-cupapoynsie cuctem (MCC) (2018 r.)

1. Ilepeuens 11O

Tabauya 1
Nent Haumenosanue [10 [TpousBogutens | Crmocobd pacmpocTpaHeHUs
/i (tuyensuonnoe unu
c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky TUIEH3NOHHOE
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Tabauya 2

Nerni/mt

HaunmenoBaunue

Web of Science

Scopus

Mexaynapoansie pedepaTuBHbIC HayKoMeTpudeckre b/I, mocTymHbie B paMkax
HaIlMOHAJILHOH moanucku B 2018 T.

2018 r.

SAGE Journals

Kypuansr Oxford University Press
ProQuest Dissertation & Theses Global

Kypnans! Taylor and Francis

HpO(i)eCCI/IOHaIIBHBIe IIOJTHOTCKCTOBBIC BI[, AOCTYITHBIC B paMKax HaI.IHOHaJ'H:HOﬁ IOAIINCKH B

JSTOR

[Ipodeccrnonanbubie TOMHOTEKCTOBEIE BJ]

W3 nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HayKam

l"apanT

KouncynsranT Ilntoc,

KommsrotepHble cripaBoYHbIE TIPABOBBIE CUCTEMBI

CocraB nporpammHuoro odecnedenus (I10), coBpemennsix npogeccuoHanbubix 6a3 nanubix (B/1) u
uHdopmauunoHHo-crupaBoynsie cuctem (MCC) (2019 r.)

1. Ilepeuens 11O

Tabauya 1
Ner/ Haunmenosanue 110 IIpousBoautens Cnoco0 pacnpocTpaHeHUs
il (tuyenzuonnoe unu c60600HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JIMIICH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMIICH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMIICH3UOHHOE
12 Windows 10 Pro Microsoft JINIIEH3MOHHOE
13 Kaspersky Endpoint Security Kaspersky JIULEH3UOHHOE
2. llepeuens BJI u UCC
Tabauya 2

| Nori/nn

HaunmenoBaunue
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Mexnynapoansie pedepaTuBHbIC HayKoMeTprudeckre b/l, mocTymHbie B paMKkax
HaIMOHATBHOHN moamucku B 2019 1.

Web of Science

Scopus

ITpodeccronanpubie nonHoTekcTOBBIE BJI, 1OCTYNHBIE B paMKax HALlMOHAIBHOM NOAMUCKU B
2019r.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

DNeKTPOHHBIC M3JaHUs U3/IaTeIbCTBA Springer
[IpodeccruonanbHbie TOTHOTEKCTOBBIC B/

JSTOR
W3 nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HayKam
KoMInbloTepHBIe CIIPaBOYHBIC PABOBBIE CHCTEMBI

Koncynbrant Ilmoc,
l'apanT

8. Oblecneyenue o0pa3oBaTebHOr0 Ipolecca sl JHUI € OrPaHUYEHHBIMH

BO3MOKHOCTSIMM 310POBbS 1 HHBAJIUIA0B

B xoze peanuzanuy IUCIUILTAHBI HCTIOIB3YIOTCS CIIEYIONTNE JOTIOTHUTEIbHBIC
METO/bl 00yUYEHHUS, TEKYIEro KOHTPOJS YCIEBAEMOCTH M MPOMEKYTOUYHOM aTTeCTaIlluu

O6y‘-IaIOH_II/IXC§I B 3aBUCUMOCTH OT UX MHAUBUIYAJIbHBIX 0COOEHHOCTEIA:

o JIJIA CIICIIBIX U cna60131/11[5mmx:

- jgexuuu OoQOPMIISIFOTCS B BHUJE SJECKTPOHHOTO JTOKYMEHTA, JIOCTYITHOTO C TTOMOIIBIO
KOMIThIOTEPA CO CIEIUATU3UPOBAHHBIM ITPOTPAMMHBIM O00ECIIEUCHUEM;

- IIUCBMCHHBLIC 3a/IaHNVs BBIIIOJHAKOTCA Ha KOMHBIOTepe Cco CHGI_[I/Ia.HI/ISI/IpOBaHHBIM
HpOI‘paMMHBIM O66CHG‘I€HI/IGM, N MOI‘YT 6BITB 3aMCHCHBI yCTHBIM OTBCTOM;

- obecnieunBaeTCss MHIMBHIYATbHOE paBHOMEpHOE ocBemieHne He Menee 300 Jrokc;

- Ui BBITIOJTHEHUS 3aJaHMsl TPH HEOOXOJMMOCTH MPEAOCTABIISICTCS YBEIMUMBAIOIICE
YCTPOMCTBO; BO3MOYKHO TaKXKe UCIIOJIb30BAHHE COOCTBEHHBIX YBETUYUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 3aJJaHUs OPOPMIISIOTCS YBETMUECHHBIM HIPUPTOM;

- 9K3aMEH M 3a4€T TMPOBOMATCS B YCTHOH (hOpME WM BBITIOJHSIIOTCS B MHUCHhbMEHHOMN

dbopmMe Ha KOMIIBIOTEpE.
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o JUISL TITYXHUX ¥ cIa00CTBIIIATHX:

- nekuuu OoGOpMISIFOTCS B BHJIE OSJCKTPOHHOTO IOKYMEHTa, JHOO MpPEeqOCTaBIISCTCS
3BYKOYCHJIMBAIONIAS allliapaTypa WHAWBUAIYATBHOTO MOJIb30BAHHMS;

- MUCHMEHHBIC 33JJaHHS BHITTOJHSAIOTCS HA KOMITBIOTEPE B MUCHMEHHOM (hopme;

- 9K3aMEeH M 3a4€T MPOBOJAATCS B NUCBMEHHOH (hopMe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBesieHUE B (hopMe TECTUPOBAHMSL.

o JUISL JIUL C HApYIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amapaTra:

- JIeKIuUu O(GOPMIIIOTCS B BHUJIE JJCKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C ITOMOIIBIO
KOMIThIOTEPA CO CHEIMATN3UPOBAHHBIM ITPOTPAMMHBIM 00€CIICUCHUEM;

- TNHACHMCHHBIC 3a/laHUsl BBINOJHSIOTCS Ha KOMIIBIOTEPE CO CIEHUATU3UPOBAHHBIM
MPOrPaMMHBIM 00€CTICYeHUEM;

- DK3aMeH W 3a4€T MPOBOIATCS B YCTHOH (pOpMe WIIM BBITIOJHSIOTCS B THCHMEHHOW
dbopme Ha KOMIIBIOTEpE.

[Tpu HEOOXOMUMOCTH TpeyCMaTPUBACTCS YBEITNUYEHUE BPEMEHHU JJIsl TIOATOTOBKU OTBETA.

[Iponienypa  mpoBeAeHHsT  NPOMEXKYTOUHOM  arTecTauuu s oOydaromumxcs
YCTaHABIMBACTCSI C Y4YETOM HUX HMHIUBUAYAJIBHBIX TCUXO(PHU3UYECKHX OCOOEHHOCTEH.
[TpomexyTo4Hast aTTEeCTAIsI MOKET MTPOBOJAUTHCS B HECKOJILKO ATAIIOB.

[Tpu mpoBeneHNH TPOIETYPHl OIEHUBAHUS PE3YJIbTATOB OOYUEHHsSI MPEIyCMaTpHUBACTCS
UCTIOJIb30BAaHHE TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAWBUIYAJIbHBIMU
0COOEHHOCTSAMHU O00yYaroIuXcs. DTU CPENCTBA MOTYT OBITh MPEJOCTABICHBI YHHUBEPCUTETOM,
WJIA MOTYT HCITOJIb30BAThCSI COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenne mpoueaypbl OICHWBAHHS pPE3YIbTaTOB OOYYECHHs JOMYCKAaeTcss ¢
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHHA.

ObecneunBaercs A0CTYN K HH(GOPMAIIMOHHBIM U OubinorpaduyeckuM pecypcam B CETH
WHTepHeT [UIsi Kakaoro oOydaromerocs B (Gopmax, adalTHPOBAHHBIX K OTPaHUYCHUSM HUX
3JI0POBBSI U BOCIIPUATHSI HHPOPMAITUH:

® TSI CIICTIBIX U CTIA00BHIAIINX

- B IeYaTHOU (hopMe YBEITMUYCHHBIM MIPUPTOM;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina.

® ISl TIYXUX U cIa0O0CITBIIIANTHX:

- B meyaTtHou opwme;

- B (hopMe IIEKTPOHHOTO JOKYMEHTA.

® /1711 OOyYaIOLIUXCsl ¢ HApPYIICHUSIMA ONIOPHO-/IBUTATEIHLHOTO allapara:
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- B Ie4aTtHou opme;
- B (hopme 37eKTPOHHOTO IOKYMEHTA;
- B hopme aynuodaiina.
Y4eOHble ayAWTOpPHH [JIs BCEX BHUIOB KOHTAKTHOH W CaMOCTOSITENILHON paloThHI,
HayyHas OuOiMOoTeKa M UHBIE TOMENIeHHUs] Ui OOy4YeHHUS OCHAIICHBl CHelUuaTbHbIM
o0opyroBaHWEM U YI€OHBIMA MECTaMU C TEXHUYSCKUMH CPEICTBAMU O0YUCHUS:
® /ISl CJICTIBIX U CIA0OBUASIIUX:
- YCTPOMCTBOM Jisl CKaHUpoBaHus U ureHus ¢ kamepoit SARA CE;
- nuciuieeM bpaiins PAC Mate 20;
- npuHTepoM bpaiinsg EmBraille ViewPlus;
® IS TAYXHUX U CIa0OCIBIIIAIINX:
- aBTOMAaTH3UPOBAHHBIM pPa0OYMM MECTOM /s JIIoJed C HapylleHHeM ciyXa u
CIIa0OCIIBIIIAIINX
- aKyCTUYECKHUI YCHIIMTEh U KOJIOHKH;
® /17151 0OyYaIOLIUXCsl ¢ HApPYIICHUSIMA ONIOPHO-JIBUTATEIBLHOTO alapara:
- IEPEABIKHBIMU, PETYIIUPYEMBIMU 3proHomudeckumu napramu CU-1;

- KOMIIBIOTEPHON TEXHUKOW CO CHEeUATbHBIM IIPOrPaMMHBIM 00€CIICUeHUEM.

9. MeToauyecKkne MaTepHaJIbl

9.1. Il;1anbl 1200pAaTOPHBIX 3aHATHI

Ilnansl J'IaﬁOpaToprIX 3aHATHIL. MeToanueckue YKazanuss 110 OpraHv3alnvm H
NMPOBECACHUIO

Bri6op Tem mabopaTOpHBIX 3aHATUH 00YCIIOBIEH OOIIMM COJIEpKaHUEM Kypca M HaleleH
Ha yriayOJIeHHOE U3y4YeHHE €r0 OT/AEIbHbBIX Pa3JIeNIoB.

[Tnan nabopaTOpHBIX 3aHATHH BKIIOYACT JBa pasziena: "OpraHu3anus ¥ TEXHOJIOTHUS
JIEJONPOU3BOJICTBA B YUpEXKIEHUsAX AopeBomonnoHHoM Poccun" wu "Opranuzanus u
TEXHOJIOTHSI COBPEMEHHOTO JEJIOMPOU3BOJICTBA" .

Iens 1abopaTOPHBIX 3aHATHH - 3aKpEIICHUE CTYIACHTAMH TCOPETHUCCKUX 3HAHUN JICKITMOHHOTO
Kypca # (QopMUpOBaHHE NPaKTUYECKUX HABBIKOB OpPraHU3allMd COBPEMEHHOW  CIIy>KOBI
ACJIOIIPOU3BOJCTBA, IMPUEMOB UM METOAOB TEXHOJIOIMHU pa60TBI C OOKYMCHTaMH B YIIPaBJICHYCCKOM
arrapare.

B PE3YJIbTATC BBIITOJIHCHUA na6opaTopHHx 3aHITUH CTYACHTBI JOJIKHBI

3HATh:
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. XapaKTepHble OCOOCHHOCTH OpTraHM3alliyd pabOThl C JAOKYMEHTaMH B YYPEKICHUSIX
Poccun B pasnuuHble WCTOPHYECKHE IEPHOJIBI, B3aUMOCBA3h ITHX MPOIECCOB C TOCYNapCTBEHHBIM
anmnapaToM yIpaBJICHUS;

. COBpEMEHHBIE TpeOOBaHUS K JOKYMEHTAllMOHHOMY OOECIEUEHHUIO YIIPaBICHUS B
YUpEXKACHUAX U opraHuzanusax Poccuiickoit deaepaiuu;

. MIPUHIUIIBI OPTaHU3AIMH JOKYMEHTAIIMOHHOTO 00CCIICUCHHS YIIPABICHHUS,

YMETB:

. OpPTraHU30BBIBATH CITYKOBI JIOKYMEHTAITMOHHOTO 00ECIICUCHHUS YIIPABICHUS;

. pazpabarTeiBaTh JIOKaNbHBIE HOPMATHBHBIC aKThl M  HOPMATHBHO-METOJAMYECKUE

JMIOKYMEHTBI (ITOJIOKEHUS, WHCTPYKIMH M T.JO.) IO BEICHUIO JOKYMEHTAI[MOHHOTO OOECTICUCHUS

YIIpaBIICHAS

. BBITIOJHSTD KITIOYCBBIC TEXHOJIOTHUYECKUE ONEPAlUU B pa00OTe ¢ JOKYMEHTAMH,

BIIaJICTh:

. MIPaBWJIaMH OpPTraHU3aI[K BCEX 3TANOB PabOTHI C JOKYMEHTAMH;

° METOJaMH TIPOBCJCHUS aHaJIM3a OpraHWU3alMH JTOKYMEHTAITMOHHOTO OO0CCIICUCHUS
YIIPaBJICHHS;

. METOJaMH ONTUMU3ALNH JOKYMEHTAIIMOHHBIX MPOILIECCOB.

HOZ[FOTOBKS. K na6opaToprIM 3aHATUSIM OCHOBaHA HAa CaMOCTOSTCILHOU pa60Te CTYACHTOB I10
H3YyYCHUIO JICKIIMOHHOTO KYpCa, NCTOYHUKOB U JINTCPATYPhbI, PCKOMCHJOBAHHLIX K KA)KAOMY 3aHATHUIO.

PA3JEJ 1. OPTAHU3ALIMS IEJIONTPON3BOJICTBA B YUPEKIEHMSIX
JTIOPEBOJIIOLIMOHHOI POCCUM

1.1.  JenonpousBoactso B yupexaeHusx Pycckoro rocygapctsa XVI-XVII Bs.
1.2.  JenonpomsBoactso B yupexacHmsx Poccuu XVIII B.

1.3.  [enonpou3BoacTBo B yupexacHUIX XIX - Had. XX B.

PA3JEJ 2. OPI'AHU3ALIUA COBPEMEHHOI'O JEJIOIIPOU3BOACTBA

2.1.  Opranuzauus ciayXO0bl AeTONPOU3BOACTBA
2.2.  Opranmzanms JOKyMEHTO000poTa

2.3. Perucrtpauus 10KyMEHTOB.

2.4. HomeHknaTypa nen

2.5. [loarotoBka TOKYMEHTOB K MOCJIEAYIOMIEMY XPAaHEHHUIO U UCIIOJIb30BAHUIO
2.6. CocraBneHre HHCTPYKIUH 10 JI€TOIPOU3BOICTBY
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PA3JEJ 1. OPTAHU3AIMS IEJIOITPON3BO/ICTBA B YUPEKIEHMS
JTIOPEBOJIIOIIMOHHOI POCCUM

Tema 1.1. [lesionpou3BoacTBO B YupexxneHusix Pycckoro rocyrapcrsa XVI-XVII BB.

(4 gaca)

3AJAHUA
1. M3yunts Cynebnuk 1550 r. m CobopHoe ynoxxeHnue 1649 r. [1o 3TuM akTaM BEISIBUTE:

* CTPYKTYpPY OpPTraHOB rOCYapCTBECHHOTO YIIPABIICHUS;
* COCTaB M JOJKHOCTHBIE O0S3aHHOCTH " CITYKHJIIBIX JIFOICH .

* HAIMPaBJICHUS PETJIAMEHTAIIUY PA0OTHI C JOKYMEHTAMH.

2. M3yunts cxeMy opraHU3aI[iH UCIIOJHEHHS JOKYMEHTOB B IPUKA3HOM JICIIOTIPOU3BOICTBE.

3. [Ipoananu3upoBaTh MEPBUIHBIN KOMIUICKC JOKYMEHTOB (Ha MpUMEpE Jieja 1o 9YeTOONTHON
Sxosa lletunosa B [loMecTHOM IpHKase) U ySICHUTH NOPSIOK GOPMUPOBAHHUS JEa.

YKA3AHUS IO BBIITOJTHEHUIO 3A JAHUI

1. WMsyuure Cynebuuk 1550 r., CobopHoe ynoxkenue 1649 r. u ysacHUTE cienyroliee:
* COCTaB JIMI] "BEPITUBITUX CYA" U JOKYMEHTHPOBABIIHNX IEATEIHHOCTD CY/a;

* MOPSIIOK TOJ[a91, PACCMOTPEHUS U HCIIOJIHEHUS YEITOOUTHBIX;

* MMOPSIIOK BEACHUS PETUCTPALIMOHHBIX (GOpM [Ist "CYIHBIX e

* OTBETCTBEHHOCTH 3a MOIAEIKY JOKYMEHTOB M HEIOOPOCOBECTHOE OTHOIIEHHE K TOKHOCTHBIM
00S3aHHOCTSM.

2. PaccmoTpuTe cxeMy MPOXO0XKACHUS U MCIIOJIHEHHUS IOKyMEHTOB B IIPUKA3ax U CAENaiTe BHIBOI
0 COCTaBE TEXHOJOTUYECKUX OMEepaliii ¢ JOKyMEeHTaMH, IPUMEHSBIINXCS B IPUKA3HON CUCTEME
JIEIIONPOU3BO/ICTBA.

3. O3HakoMbTECH € mestoM [loMecTHOTO TIpHKa3a Mo yenoouTHoi# Skosa IlleTnmoBa u
COIOCTaBBTE MOCIEAOBATEIILHOCTh PACCMOTPEHUS U PEIIICHHS BOIIPOCA M TIOCIIEI0BATECILHOCTh
pacIonoXeHus JOKyMeHTOB B gerne. Onpenennure KpalHUe AaThl Ieja U 0COOCHHOCTH
JIOKYMEHTHPOBAHMSL.

KOHTPOJIBHBIE BOITPOCEHI
1. Ilepeuncnure 0COOEHHOCTH CHCTEMBI IEJIOMPON3BOACTBA B IICHTPAIBHBIX YUPEKICHASIX
Poccuu XVI-XVII BB.

~n

2. HazoBuTe 3aKk0HOMATEIHHO PETJIaMEHTHPOBAHHBIE O0S3aHHOCTH " CITY>KIUTBIX JTIOfIei" B paboTe
C TIOKYMEHTaMH.

3. Kakue oneparuu B paboTe ¢ JOKyMEHTaMU C(OPMHUPOBATUCH B IIPUKA3HOM
JIEJIOTIPON3BOACTBE ?
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4. JlaiiTe XapaKTePUCTUKY CTOJIOIOBOM (POPMBI AEJIOMPOU3BOJACTBA KAK TEXHUKH
JIOKyMEHTUPOBaHUS 1 (HOPMUPOBAHUS JICTI.

5 . KOFI[a ObLIa BBCICHA U KOrga ObllIa OTMEHEHA CTOJ'I6I_IOBa$I (bopMa ,Z[eJ'IOHpOI/IBBOI[CTBa?

NCTOUYHUKU U JIMTEPATYPA

beikoBa T.A. JIOKyMEHTaIlMOHHOE  OOECleYeHHe  yIpaBleHUs  (JIeJIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernoga. -2-e uza. nepepab. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexxum JOCTYyIa:
http://znanium.com/go.php?id=942800/

Tema 1.2. JlenonpousBoactBo B yupexxaenusx Poccuu XVIII B. (6 gacos)

3AJIAHUSA

1. Wsyunts ['enepanbhbiii perinameHt 1720 r. W BBIIBUTH OCHOBHBIE TpeOOBaHHS K
OpraHu3alMy JeIO0IPOU3BOICTBA B KOJUIETHAX U JOKHOCTHBIE 00513aHHOCTH KaHLEIAPCKUX CIIyXKalHX.

2. H3yunTh cXeMy UCHIOJHEHHS JOKYMEHTOB B KOJJIETHSX.

3. Msyunts "Yupexxnenue ans ympaeieHus ryOoepHui" 1775 T., BBIIBUTH OCHOBHBIE
TpeOOBaHMs K OpraHU3alluy JIeJIO0IPOU3BOACTBA B MECTHBIX YUPEXKACHUIX U JODKHOCTHBIE 00S3aHHOCTU
KaHLESPCKUX CIYXKaIIHX.

4, I/I3y‘-II/ITI> CXCMY HUCIIOJIHCHUSA JOKYMCHTOB B MCCTHBIX YUPCIKIACHUAX.

5. IIpoananu3mpoBaTh /€0, cPOPMHUPOBAHHOE B MECTHBIX YUPEKICHHIX.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUI

1. U3yuus "I'enepanbHsiii perinament 1720 r., ysICHUTE CIEAyIOLIEE:

1.1. CTPYKTYPY KOILIETHH;

1.2. JIOJDKHOCTHOM COCTaB KaHIIEJSIPCKUX CIYKAIIHX;

1.3. 0053aHHOCTU KaHLEISPCKUX CIYXKAIHX;

1.4.  DHOpPsIOK NOJYYEHUS TOKYMEHTOB B KOJIJIETHUSX;

1.5.  HOpsIOK pacCMOTPEHUS JOKYMEHTOB B KOJIIETHX;

1.6.  opraHuzanus ¥ TEXHOJOTHS PETUCTPALIUN JTOKYMEHTOB;

1.7. MTOCTPOEHHUE CIPABOYHO-UH(DOPMAITMOHHOTO aIapara;

1.8.  CpOKM HCTIOJIIHEHUS TOKyMEHTOB;

1.9.  opraHu3zalnuio XpaHEHUs JOKYMEHTOB B KOJUIETHSAX.

2. W3yuute cxemy UCHOJIHEHUS JOKYMEHTOB B KOJUIETHSIX U BBIIBUTE COCTAB

JISIIONPON3BOICTBEHHBIX ONEpaInii.
3. M3yuuB "Obmmee ryoepHCcKoe yupexaeHue " 1775 r., onpenenure:

3.1.  CcTpPYKTypy KaHIEISPHUH, TOJDKHOCTHOW COCTAB KAHIEIAPCKUX CITyXKaIlnX, UX
00513aHHOCTH B paboTe ¢ JOKYMECHTAMH;
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3.2. TEXHOJOTHIO PabOTHI C TOKYMEHTAMH:
3.2.1. TOpANOK MEpBUYHON 00PaOOTKH MOCTYNHBIIUX JOKYMEHTOB;

3.2.2. TEXHOJOTHS PETUCTPAINH JOKYMEHTOB: MPUMEHSIEMBIE PETUCTPAIIMOHHBIE (POPMBI, UX
Ha3HAYCHHE W COCTaB MH(POPMAIIUH;

3.2.3. NOpAIOK pacCMOTPEHHUs JOKYMEHTOB;

3.2.4. TIOPSIOK UCITOJTHEHHSI TOKYMEHTOB;

3.2.5. TEXHOJIOTHIO KOHTPOJIS 32 UCTIONHEHHEM I0KYMEHTOB;

3.2.6. TIOPSAIIOK OTHPABKH JOKYMEHTOB;

3.2.7. oOpraHM3aluIo XpaHCHHS JJOKYMEHTOB B MECTHBIX YUPEKJICHUSIX.

4. N3yuute cxemy UCHIOMHEHUS JOKYMEHTOB B MECTHBIX YUPEKIACHUSIX U BBIIBUTE COCTAB
JIETIOTIPOM3BOCTBEHHBIX OIIEPAITHid.

5. Paccmotpure nena mectHbiX yupexnenuid X VIII B., oOpaTute BHEMaHKe Ha odopMiieHue
00JIOXKKH JeJ1a, COCTaB JOKYMEHTOB JI€J1a, II0CJIE0BATEIbHOCTh UX PACIIONIOKEHHUS, TOPSATOK U CPOKU
PacCMOTPEHUsI JOKYMEHTOB, YSICHUTE MTPUHINIBI YOPMHUPOBAHUS JEII.

KOHTPOJIBHBIE BOITPOCHI
1. CpaBHHUTE CUCTEMY MPUKA3HOTO U KOJJIEKCKOTO AETIONPOU3BOACTBA, OOBSICHUTE Hanboee
XapaKTepHBIE OTINYHSL.

2. [lepeunciure HOBBIE ACIIONPON3BOICTBEHHBIE OTIEPAITUH, BO3HHUKIIHUE B yupekaeHusx X VIII

3. [lepeuncnuTe 00s13aHHOCTH JEIONPONU3BOICTBEHHON CITY>KOBI IO MMOATOTOBKE TOKYMEHTOB K
apXUBHOMY XpaHEHHIo (110 3aK0oHy 1775 1.).

4. HazoBuTe 3aKOHOJATEIBHBIN aKT, KOTOPHIM BIIEPBBIC OBLI ONPEICICH CPOK XPAHCHHS
JIOKYMEHTOB B TEKYIIIEM JEIOMPOU3BOICTBE (10 CAAYH JOKYMEHTOB B apXHB).

5. HazoBuTe XapaKTepHbIE UepThl CHCTEMBI PETHCTPAIHH JOKYMEHTOB B KOJIIETHAX.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokymeHTanuoHHOe oOecrieueHrWe  ympaBieHHS  (AEIONMPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3nerona. -2-e u3za. nepepad. u

JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:
http://znanium.com/go.php?1d=942800/

Tema 1.3. JlesonpousBoactro B yupexaeHusx XIX - nau. XX B. (6 gacoB)

SAIAHUA

1. U3yunts "Obmee yupexaenne MUHUCTEpCTB" 1811 T. ¥ ySICHUTH OCHOBHBIE TPEOOBaHHS K
OpraHu3aluy JeIO0IPOU3BOICTBA B LICHTPAIbHBIX YUPEKICHUSAX, a TAKXKE JOJDKHOCTHBIE 00513aHHOCTU
KaHIEIIPCKUX YUHOBHUKOB.
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2. [Ipoananu3upoBaTs 0COOCHHOCTH (pOpMUPOBaHHMS N1 B yupexkaeHusx XIX - Had. XX B.

3. Uzyuuts "IlonoxkeHre 0 MUCbMOBOACTBE U IETIONMPOU3BOACTBE B BOeHHOM BenomcTBe” 1911 1.
Y BBISIBUTH OCHOBHBIC HAIIPABJICHHS PAITMOHAIM3AIINH IEITIOTIPON3BOICTBA.

4. MByunTth cxeMmy HCTIONHEHUs ToKkyMeHToB B Kannenspuu [lomeunTens MOCKOBCKOTO y4eOHOTO
OKpyTa.

5. O3nakoMuThCs ¢ JokyMeHTamu Kannensipuu [lonednTens MOCKOBCKOTO y4eOHOTO OKpyTa U
BBISIBUTD 3JICMEHTHI PalliOHATN3alUY MPoliecca X UCTIOTHEHUS.

YKA3AHV 10 BBIIIOJIHEHUIO 3AJTAHUI

1. M3yuus "Obmee yupexnenue Mmuauctepcts” 1811 r., ompenenure ciemyromiee:

1.1. opranu3anoHHyI0 CTPYKTYPY MHHHCTEPCTBA;

1.2. cTpyKTypy deTONpON3BOICTBEHHOM CITYKOBI;

1.3. opranu3anuio JOKyMEHTO000pOoTa:

1.3.1. mopsaok mocTymieHus: JOkyMeHToB: B Kanuenspuio Munuctpa; B JenapTaMeHThI;

1.3.2. opraHuzanuio ABMKEHUS JTOKYMEHTOB, HAITPABIICHHBIX B KAHIICISPUIO MUHUCTPA ; B
HenaptamenT; B CoBeT MUHHCTpA: B 001IIee IPUCYTCTBUE AenapTamMenTa; B OcoOble yCTaHOBIICHNUS |

1.3.3. mopsaok ucnonHeHus ToKyMeHToB: B KaHuensipuu Munuctpa; B Jlenapramenrax;
1.4. opranm3anuio u TEXHOJIOTHIO PETUCTPAITNH;

1.5. opranmu3zanuio KOHTPOJIA 32 UCTIOTHEHUEM TIOKYMEHTOB (PEBU3US);

1.6. mopsIoK GOpMUPOBAHUS €T,

1.7. opranmzanuto xpaHeHus1 JOKYMEHTOB;

1.8. HasHauenue OTYETOB.

2. O3HAKOMBTECH C nenamu yupexaennii XIX B., oOpatuTe BHUMaHHE Ha 0pOpMIICHHIE 00JI0KKA
JieJia, COCTaB IOKYMEHTOB JIeNa, TIOCIEeI0BATEILHOCTh X PACITOJIOKEHUS, IOPSIOK U CPOK PACCMOTPEHUS
JIOKYMEHTOB.

3. Uzyunre "llonoxeHne o MUCEMOBOJICTBE U JISIONPOU3BOICTBE B BOGHHOM BemoMcTBe" 1911 T.
1 00paTUTe BHUMAHUE Ha:

3.1. periaaMeHTalUI0 IPUMEHICMBIX BHIOB IOKYMEHTOR;

3.2. ynopsio4eHre IpaBuil COCTABICHUS H O(POPMIICHUS IOKyMEHTOB;
3.3. peraaMeHTaIuio CupaBoYHO-UHGOPMAITMOHHOTO (POH/A;

3.4. MEXaHM3AITUIO JEIIOTIPON3BOICTB;

3.5.0praHu3anuo OrepaTuBHOTO U APXUBHOTO XPAaHCHHUS JOKYMEHTOB.

Ha ocHoBe paccMoTpeHNs IepedrcIeHHBIX BOIPOCOB CAENAiTe BEIBOJI O HAIIPABICHHSIX
palroHANU3aUHU ASTONPOU3BOCTBA B BOCHHOM BEIOMCTBE.

4. Tpoananusupyiite cxeMy OpraHH3aIMM JelonponsBoicTBa B Kanmenspun ITomeunrerns
MOCKOBCKOTO Y4eOHOTO OKpyra W ciellafiTe BBIBOJ O CIOCO0axX pallOHAIM3AlUU ATAarloB HCIIOJHCHUS
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JOKYMCHTOB U IIOATOTOBKH OTBETHOI'O JJOKYMCHTA B OTOM YUYPCKIACHUU.

5. O3nakoMbTech ¢ KoIuTeKImeii JokyMenToB Kannenspun IToneunrens MOCKOBCKOro y4eGHOTO
OKpyTa, oOpaias BHUMAaHHEC Ha:

® 3JICMCHTBI MCXEIHI/I3I/Ip0BaHHOﬁ O6pa6OTKI/I AOKYMCHTOB (CHOCO6BI IIOMCTOK O
IMOJIY4YCHUH, HAIIPpABJICHUU Ha UCIIOJTHCHUC U NCIIOJTHCHUU I[OKYMCHTOB);

. XapakTep pe30JIoLunil;

. CIOCOOBI COCTABJICHHUS MMPOEKTa TOKYMCEHTA;
. 2JIEMEHTHl YHU(DUKAIMH TEKCTa JIOKYMEHTA;
. BUIbI OJTAHKOB U CIIOCOOBI UX W3TOTOBJICHUSI.

CrenaiiTe BBIBOJ 00 OCHOBHBIX M BCTIOMOTATEIBHBIX HAIIPABICHHUSIX PAIlOHATN3AIINN TIPOIIECCOB
paccMOTpEHUsI U UCIIOJIHEHHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI
1. CpaBHUTE CUCTEMY KOJUIEKCKOTO M MUHUCTEPCKOTO (MCIOTHUTEIBHOTO)
JIEIIONPON3BO/ICTBA, OOBICHUTE HanboJee XapaKTepHbIE OTIUIHS.

2. Kaxk pa3zBuBaiach CTpyKTypa JAIONPON3BOICTBEHHOMN CITy>KOBI MUHUCTEPCTBA B IIEPBO
noyioBuHe XIX B., 4eM oHa OTIIMYAIach OT KOJUIEKCKOH ?

3. HazoBute ocHOBHBIC TPEOOBAaHMS K OPTaHU3AIINN JOKYMEHTOO00pOTa B MUHUCTEPCTBAX
XIX B. Ha xakvie OCHOBHBIC JIOKYMEHTOIIOTOKU Pa3ieiisUINCh JOKYMEHTH B MUHUCTEPCTBAX ?

4. HazoBute xapakTepHble 4epThl CHCTEMBI PEIHCTPAINi JOKYMEHTOB B MUHUCTEPCTBAX ?

5. B kakoit popme ocyIiecTBIsIICS KOHTPOJIb 32 UCIIOTHEHUEM JJOKYMEHTOB B CHCTEME
MUHHUCTEPCKOTO JACIOMPOU3BOICTBA?

6. HazoBute 0cOOCHHOCTH OpraHu3aIlii XpaHEeHUS JOKYMEHTOB B JIEJIOMPON3BOACTBE
MUHHUCTEPCTB.

7. HazoBute HampaBieHUs U CIOCOOBI PaIlOHATIN3AINA JSIONPOU3BOICTBA B YIPEIKACHHUIX
XIX - Hau. XX B.

NCTOUYHUKU U JINTEPATYPA

beikoBa T.A. JlokymeHTanuoHHOe oOecrieueHrWe  ympaBieHHS  (AEIONMPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3nerona. -2-e u3za. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:
http://znanium.com/go.php?1d=942800/

PA3JIEJ 2. OPITAHU3ALIUA COBPEMEHHOI'O JEJIOITPOU3BOACTBA

Tema 2.1. Opranuzamus cJay:k0bl qejionpou3BoacTsa (6 1acoB)

3AJIAHUSA

1. N3yuuts TpeGoBamHMs NEHCTBYIONIMX HOPMATHBHEIX aKTOB M HOPMAaTHBHO-METOMMYECKHX
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JIOKYMEHTOB K OpTaHU3alli{, CTPYKTYpe U QYHKIHAM CITy»KObI IeIOPONU3BOJICTBA.

2. [IpoaHanu3upoBaTh OpraHU3alMIO CIY>KOBI JCIONPOU3BOJACTBA B YCIOBHOM OpraHU3alldd U
BBIIBUTH €€ OCOOEHHOCTH.

3. TIoArOTOBUTE CXEMY OPraHM3ALMOHHON CTPYKTYpHl JETONMPOM3BOACTBEHHOH CIYKOBI B
YCJIIOBHOM OpraHU3alluu.

4. Pa3paGorats ITonoxeHne o ciryx0e JeNONPON3BOJICTBA YCIOBHON OpraHU3aIHH.

5. Pa3paGoTath JOKHOCTHBIE HHCTPYKIMH PAGOTHHKAM CITY’KOBI JETONPOM3BOJICTBA YCIOBHOI
OpTraHH3aIHH.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUI

1. U3yunre KkpaTKylo XapaKTepHCTHKY MNEATENHHOCTH YCIOBHOW OpPTaHM3aIliH, BBIACHHTE
OCOOCHHOCTH OpTaHW3aIlMH JIEJIOMPON3BOACTBEHHON CITY>KOBI, €e HECOOTBETCTBUE COBPEMEHHBIM
TpeOOBaHUSIM TIO CTaTyCy, IOJAYMHCHHOCTH, HAaWMEHOBAHUSM CTPYKTYpHBIX 4YacTel, WX COCTaBy.
AprymMeHTUpyiTE OTBET.

2. TIoATOTOBETE CXEMY OPTaHM3ALMOHHOH CTPYKTYPBI CIyOBI I€TONPOM3BOJACTBA YCIOBHOI
opram3anuy, 3apUKCUPYHTEe MOTIMHEHHOCTh CIIY’)KO W CTPYKTYPHBIX MoApaszneieHuid. s kaxmoro
CTPYKTYpHOTO TIOIpAa3JeNieHHsT M ydacTKa CIy)XObl JIEJIONPOW3BOJICTBA Ha cxeme (HUKCHpyeTCs BH[
NOJUYMHEHHOCTH (IpsMas aJAMWUHHCTpAaTHUBHAs WM Meroandeckas). OOocHylTe HaMMEHOBaHHE U
MOTYMHEHHOCTD KaXXI0TO CTPYKTYPHOTO MOAPa3/IEICHUSI.

3. Ha ocnoBe ITpuMepHOro MOJOXEHHs O CIyXk0e JIeONpON3BOJICTBA Ppa3paboTaiiTe CTPYKTYPY
tekcta [lonoxenns o ciyx0e HeIompon3BOACTBAa YCIOBHOM OpraHm3anuy. TeKCT MOJOXKEHHS JOKEH
COJICP’KaTh KOHKPETHBIE (DOPMYJIUPOBKH 3a7ad, (pyHKIWH, mpaB, 00sS3aHHOCTEH W B3aUMOOTHOIICHUN
cyx0n1. Cnenyer odhopmuth [lonoxenue Ha obmeM OaHKe, ONMPEACTUTh MOPSAIOK €T0 COTIIACOBAHUS H
YTBEPXKICHUS (COCTaB CTPYKTYPHBIX IOAPA3ICIiCHUH M JODKHOCTh PYKOBOJUTENS, YTBEPXKIAIOIIETO
JIOKYMEHT). ApryMEHTUPYITE CBOM MPEATIOKEHUSI 110 MpoeKTy [lonmoxeHus.

4. Pa3paGotaiiTe  JOIKHOCTHBlE MHCTPYKIIMH HAa  BECh JOJDKHOCTHOM ~ cOCTaB
JIeJIONIPOU3BOJICTBEHHON CIIy>KOBI yCIOBHON opraHusauuu. Ha ocHOBe MOJIyueHHBIX HHIMBUIYaJbHbBIX
3aIaHA pa3paboTaiiTe CTPYKTYpy TEKCTa W COCTaB Pa3leioB JOJHKHOCTHON HMHCTpYKIuH. OOpaTute
BHUMaHHE, YTO MPH HOPMYIHPOBKE JOIDKHOCTHBIX O0SI3aHHOCTEH COTPYAHUKOB, CIEIYET COTIacoBaTh UX
C OCHOBHBIMH 3adadaMH H (YHKIIUAMH  CIyKObl (T.e. ¢ TekctoM Ilomoxenus). B pasmene
"B3anMoOTHOLIEHH S, CBSI3U" CIENyeT 3aKPENUTh B3aUMOACHCTBHA PaOOTHUKOB CIYObl M MX CBS3M Ha
YPOBHE IPEACTaBJICHHs] JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnure CTPYKTYPHBIC YacTH CIYXKOBI JEIOTPOU3BOJICTBA B OPTaHHU3ANUAX PA3TMIHBIX
YPOBHEHN yIIPaBIEHHUA.

2. Tlepeuncnure IEHCTBYIOIIHE MTOKYMEHTBI, OMPEICILIIONINE 3adauu W (QYHKIUHA CIYKOBI
JIeJIOTIPOU3BOACTBA.

3. Ha3oBute TpebOBaHUsA K CTPYKType M cocTaBy wuH(opmanuu [lonokeHuss o ciayxoe
JISIIONIPON3BOJICTBA; JIOJDKHOCTHOM WHCTPYKITUH.
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NCTOUYHUKU U JINTEPATYPA

ITocranosnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkneHun IIpaBui
JIETIOTIPOM3BOJICTBA B (heepaIbHBIX OpraHax MCIOJHHUTEIbHON BIACTU»// [DIEeKTpOHHBIN
pecypcl. - M., 2019. - Pexxum JOCTyma:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

MeTtoauyeckie peKOMEHAAMU MO0 Pa3paboTKe MHCTPYKIHMM MO JeIONpOM3BOACTBY B
dbenepalbHBIX OpraHax HCIIOJHHUTEIBHOW BIIACTH, YTBEpXKIACHHBIC NMpuKa3zoM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[IpumepHas HHCTPYKIMS 11O AETOMPOU3BOJICTBY B FOCYIaPCTBEHHBIX OpPraHU3alMIX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onexktponssiii pecypc]. — M., 2019. Pexum
nocrtyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P UCO 15489-1-2007 Cucrema cTtaHAapToOB 10 UHPOPMALIUHA, OMOIUOTEIYHOMY U
W3/1aTeNIbCKOMY JieNy. YmpaBiieHue aokymeHTamu. OOmme TtpeboBaHus. // [DIEKTPOHHBIN
pecypcl. - M., 2019. Pexum JIOCTyTIa:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXUBHOE A€70. TepMUHBI U ONpEAEICHUS .-
[DnexTpoHHbIH pecypcl. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Ipodeccuonanpublii  crangapt  «CHnemuanucT MO OpraHu3alMOHHOMY U
JOKYMEHTAITMOHHOMY OOECIIEUCHUIO YIPABJICHUS OpraHU3alueil», YTBEP)KICHHBIM MPHKA30M
Muntpyna Poccun ot 06.05.2015 Ne 276H // [DnexktponHbIii pecypc]. — M., 2019. — Pexum
nocrtyna: https://base.garant.ru/71064518/.

[Tpodeccuonanbublii  cTangapT «CHEMUAIUCT 1O  YIOPaBICHUIO JIOKyMEHTAIHen
OpraHu3anuu», YTBEPKICHHBIM IpHUKa3oM MUHHUCTEpPCTBA Tpyda U COLMAIBHON 3alLIUTHI
Poccuiickoit @eneparuu ot 10.05.2017 Ne 416n // [DnexktponHsiii pecypc]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokymeHTanuoHHOe oOecrieueHrue  ympaBieHHS  (AEIONmPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3Hnerona. -2-e¢ u3a. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?1d=942800/
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Tema 2.2. Opranuzanus 10KyMeHT0000poTa (6 4acoB)

SAJJAHUA

1. M3y4uTh cOBpeMEHHBIE TpeOOBaHWS K OPraHMU3ALWHU JOKYMEHTOO00pOTa B OPTaHU3aAIUIX,
VUPEXKICHUSIX U HA TIPEIITPUATHSIX.

2. VBy4uTh U IpoaHATU3NPOBATH OPTAHU3AINIO JOKYMEHTOO00pOTa B YCIOBHOM OpraHU3aIii.

3. HMBy4uTh KpaTKyIO XapaKTePUCTHKY AESITeTbHOCTH IEHTPAIHHOTO anmnapaTa yCIOBHON
OpraHU3alMU U COCTABUTH ONEPOTPAMMBI IBHKCHUS BXOISIICH, UCXOASIIEH U BHyTPEHHEH
JIOKYMEHTAIIHH.

4. TMoncuntath 06beM JIOKyMEHTO000POTa YCIIOBHOM OpraHU3aIiiy 3a TOJI.

YKA3AHUS IO BBIITOJTHEHUIO 3A JAHUI

1. Usyuute TlpaBuma nenompoussoAcTBa B (efepalbHbIX OPraHAX HCHONHHTEIBHON BIACTH
(paszen 1V), Metoaudeckue peKOMEHAAMH MO pa3pabOTKEe HHCTPYKIMH IO JEIONPOU3BOJCTBY B
GbenepanbHBIX OpraHax HCHONHUTENbHON Biactu (pasmen 3.4), [IpumepHYI0 HMHCTPYKLUMIO IO
JIETTONPOU3BOJICTBY B T'OCYIApCTBEHHbIX opranu3anusx (yrB. Ilpukazom PocapxuBa oT
11.04.2018 Ne 44. Cpenaiite BBIBOI O CTEIEHH pPETIAMEHTAIMHM B HOPMATHBHBIX JOKYMEHTaX OOIIMX
NPUHIMIIOB OPraHU3alH JOKYMEHTO000pOTa, MPaBUII MPOXOKACHUSI TOKYMEHTOB, METOAUKU TOACYETa
JIOKYMEHTO000pOTA.

2. Ha puUMEpe OMHCAHUSA JOKyMEHTOOOOpOTa YCIOBHOW OpraHWU3allMM BBISBUTE €O
OCOOCHHOCTH M OTPEIIEINTE HECOOTBETCTBUE OPTaHMU3AIMH TOKYMEHTOO0OpOTa B JAaHHOW OpraHU3aINH
TpeOOBaHUSIM HOPMATHUBHBIX TOKYMEHTOB.

3. CocraBbTe ONepOorpaMMbl JIBIDKCHHUS JOKYMEHTOB B YCIOBHOHM opranuzamnuu. [is sToro
OTIPEACITUTE COCTaB JIOJDKHOCTHBIX JIWIl, YYacTBYIOIIMX B 00pabOTKE M WCIIOJHEHUH JIOKYMEHTOB;
MOCJICIOBATEIPHOCTS ~ Omeparuii 1Mo  oO0paboTke  MOKYMEHTOB; HM3yYWTE CXEMBI  JIBIKCHUS
JIOKYMEHTOTIOTOKOB B YCJIOBHOM OpraHU3aIUH.

OmneporpaMma JBIKCHHS BXOISIINX JOKYMEHTOB JTOJDKHA OTPA3HTh IMEPEMEIICHUS JOKYMEHTOB
OT MOMEHTA IIpreMa JI0 TOIIITHNBKH UX B JIEJIO ITOCIIC 3aBEPIICHHS HCTIOTHCHIS.

OneporpaMMa HUCXOOAIUX JOOKYMCHTOB [JOJDKHA OTpAa3uThb MNCPEMCHICHUA OOKYMCHTOB OT
MOMCHTA IMOJATOTOBKH X IIPOCKTOB 10 OTIPABKH U3 YUPCIKACHUA.

OneporpaMMa ABWKCHHA BHYTPCHHUX HOOKYMCHTOB (Ha nmpumMepe anKa3a) AOJKHa OTpa3uThb
MEPEMCUICHUA JOKYMEHTOB OT MOMCEHTA IMMOATOTOBKH IIPOCKTA JOKYMEHTA 0 IMMOAIIMBKHU B ACTIO.

4. M3yynB cOCTaB M KOJNHMYECTBO IIONYYCHHBIX, OTIPABICHHBIX M BHYTPEHHHMX JOKYMEHTOB
YCIIOBHOW OpTaHU3allHH, TOJICYNTANTE 00BEM ee IOKYMEHT0000pOoTa 3a ToJ.

KOHTPOJIBHBIE BOITPOCHI

1. [laiiTe onpenencHue MOHATUS " TOKYMEHTOOOOPOT".
2. [lepeunciure OCHOBHBIE TPeOOBAHUS K OpraHU3AINN JOKYMEHTO000POTa B OpraHU3aIIHsIX.

3. Ilepeuncnute npaBuiia yuera JOKyMEHT0000poTA.
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4. HazoBuTe TpeOOBaHUS K IPOXOKICHUIO U UCTIOJTHEHHIO BXOISIINX TOKYMEHTOB.
5. HazoBuTe 3Tansl NpoxXoxXACHUS U UCTIOTHEHUS UCXOASIINX U BHYTPEHHUX TOKYMEHTOB.

6. Ilepeuncnute npaBuiia Mepeaavyn JOKYMEHTOB BHYTPU YUPESIKACHHUSI.

NCTOYHUKU U JIUTEPATYPA
o [Mocranosnenue IIpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxkaenuu [IpaBun

JIeNIOTIPOU3BOICTBAa B (peliepallbHbIX OpraHax MCHOJHHUTEIbHON BiacTH»// [DNeKTpOHHBIN
pecypcl]. - M., 2019. - Pexunm JocTyna:
http://www.consultant.ru/document/cons_doc_LLAW_88695/.

e [Tocranosnenue [IpaButenscTBa PO ot 25.12.2014 Ne 1494 “O6 yTBepkIeHUM MpaBuil OOMeHa
JOKYMEHTaMHd B  JJIGKTPOHHOM  BWJAE€ TIpM  OpraHM3alud  HH()OPMAIMOHHOTO
B3aumozeiictBus’//  [OnexTpoHHbli pecypc]. — M., 2019. - Pexum pgocryna:
https://base.garant.ru/70832680/.

MeTtonudeckue peKOMEHIAINK IO pPa3padOTKe MHCTPYKIHHA IO JETONPOU3BOJICTBY B
¢denepanbHBIX OpraHax HCIIOJHUTENBHON BIIACTH, YTBEPXKJACHHBIC NMpHKa3oM PocapxuBa oT
23 pexabps 2009 Ne 76 // [DnextponHslii pecypc]. — M., 2019. — Pexxum pgocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

o [IpumepHass HHCTPYKLHMSA MO JEIONPOU3BOACTBY B FOCYIapPCTBEHHBIX OpraHU3alMsiX,
y1B. IIpukasom Pocapxusa ot 11.04.2018 Ne 44) // [OnexTpoHHbIid pecypc]. — M., 2019.
Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e TOCT P UCO 15489-1-2007 Cucrema ctaHgapToB mo uHpopManuu, OUOIMOTEUHOMY U
W3/1aTeNIbCKOMY Jieny. YmpaBiieHue nokyMeHTamu. OOmme TpeGoBaHus. // [DIEeKTpOHHBIN
pecypcl]. - M., 2019. Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

e TOCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWBHOE AeN0. TepMUHBI U ONpPEIEICHHUS.-
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

e brkoBa T.A. JlokymeHTanMOHHOE oOOecredeHue yrpaBieHUus (JeTONmPOU3BOACTBO)
[DnexkTponHbIit pecypc]; yueOHoe mocobue/ T.A. beixkoma, T.B. Kysuemnosa. -2-¢ wusm.

nepepad. u gomn. — MockBa: HWudppa-M, 2018. -304 c. — Pexum pgocryna:
http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpamusi 10KyMeHTOB (6 4acoB)
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SAJJAHUA

1. HBy‘lI/ITB Tp€6OBaHI/I$I HOPMATHUBHO-MCTOAUYCCKHUX HJOKYMCHTOB K pCETHUCTpallud H
IMOCTPOCHUIO I/IH(i)OpMaI_II/IOHHO-CHpaBO‘lHOFO arrapara.

2. 3apeFI/ICTpI/Ip0BaTB HCCKOJIBKO JOKYMCHTOB, IPCAJIOXKCHHBIX ITPCIIOAABATCICM.

3. O3HAKOMHUBIINCH C OINMCAHMEM TEXHOJOTHH PErMCTPAlMM JOKYMEHTOB B  YCJIOBHOM
OpraHM3aIyy, pa3padoraTh U 000CHOBAThH MPEIOKEHUS 0 PallMOHATHLHON OpraHU3allMKd PETUCTPAIUN U
UHQOPMAITMOHHO-CITPABOYHON paOOTHI.

YKA3AHWS 10 BBITTOJIHEHWIO 3AJTAHUI

1. Uzyunte IlpaBumia memonmpou3BOACTBAa B (pemepanbHBIX OpraHax HCIOJHHUTEIbHON
Bnactu (pasmen IV), Meroaudeckue peKOMEHIAMM IO pa3pabOTKe WHCTPYKIUKA 10
JIEJIOTIPOU3BOJICTBY B (helepaibHBIX OpraHaX HMCIOJHUTEILHON BIIACTH (pazmen 3.4),
[IpuMepHyI0 MHCTPYKIMIO 1O JAEJIONPOU3BOACTBY B TOCYJAPCTBEHHBIX OpraHu3auusx (yTB.
IIpuxazom PocapxuBa ot 11.04.2018 Ne 44. OOpatuTe BHMMaHHME Ha COCTaB JOKYMEHTOB,
MOJIeXKAIIUX PETUCTPALIMH, TOCIEI0BATEIHLHOCTh PACIIOIOKEHHUSI COCTABHBIX YacTed HHJEKca
JOKYMEHTa, TpaBuiia GOpMHUPOBAHUS HHPOPMALIMOHHO-CITPABOYHBIX 0a3 JaHHBIX.

2. 3aperucTpupyuTe IpeIIoKeHHbIE JOKYMEHTHI, 00paTHB 0c000€ BHUMAaHHUE Ha PETHCTPAITHIO
WHHUIIMATUBHBIX U OTBCTHBIX ITHCCM.

3. Ilpoananu3upyiiTe MOPAIOK PErHCTPAlM JOKYMEHTOB B YCIOBHOW opranm3amuu. OTMETHB
OCOOCHHOCTH OpraHU3alliil W TEXHOJOTHUU PErUCTpallii JIOKyMEHTOB B YCIOBHOH OpTraHH3allWy,
ompeAenuTe WX HeAOCTaTku. Ha ocHOBe mpoBeneHHOTo aHaidn3a W TpeOOBaHWH HOPMATHBHO-
METOJIUYECKHUX JOKYMEHTOB pa3padoTaiTe MPEeUIOKEHUsS M0 OPTaHWU3allii PETUCTPAIH JOKYMEHTOB U
MOCTPOCHUIO NHPOPMAIIMOHHO-CIIPABOYHOTO alapara B YCIOBHOW OpraHH3aIlHH.

KOHTPOJIBHBIE BOITPOCHI
1. Yro Takoe peructpanus A0kyMeHTOB? Kakue 3aaun peraroTcs B JSIOIPOU3BOJICTBE C
MTOMOIIIBIO 3TOH oTreparium’?

2. Kakue 1oOKyMeHTBI OIEkKaT pETUCTpaLuu ?

3. KakoB 00s13aTeNIbHBIN COCTaB PEKBU3UTOB TIPH PETHCTPAITIH ?
4. B ueM OCHOBHOM NPUHIMI PETUCTPALIUIH?

5. KakoBbl OCHOBHBIE MpaBUJIa MHAEKCAIUY JOKYMEHTOB?

6. Kakoe mpenmMymiecTBO UMEET CIEIHATIUCT IIPH PETUCTPAIIUU TOKYMEHTa B
ABTOMATHU3UPOBAHHBIX CUCTEMaX 10 CPAaBHCHHIO C TPATUIIMOHHBIMU METOAAMM?

NCTOYHUKU U JIMTEPATYPA
[TocranoBnenue IlpaBurensctBa PO ot 15.06.2009 Ne 477 «O0 yrBepxknenuun [IpaBun

JIETIOTIPOM3BOJICTBA B (heepaIbHBIX OpraHax MCIOJHHUTEIBHON BIACTU»// [DIEeKTpOHHBIN
pecypcl. - M., 2019. - Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_88695/.
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[Toctanosnenue I[IpaButensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBEep>KIeHWUU MPABHI
oOMeHa JOKYMEHTaMH B OJJIGKTPOHHOM BHJE @pH OpraHu3aldd HHEOOPMALHMOHHOIO
B3auMoeicTBus’// [DnekTponHsblil pecypc]. — M., 2019. — Pexxum nocryna:

MeTtoaudeckue peKOMEHAANH IO Pa3padOTKe HHCTPYKIMHU IO JENONPOU3BOACTBY B
(denepanabHBIX OpraHax HCIOJHUTEIBHOW BJIACTH, YTBEP)KICHHbIE mpuka3oM PocapxuBa ot 23
nexkabpst 2009 Ne 76 // [Onekrponnbii pecypc]. — M., 2019. — Pexum noctyma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[IpumepHas HHCTPYKIHS IO JEIONPOU3BOACTBY B TOCYJIapCTBEHHBIX OPraHU3aIUsiX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 No 44) // [OnextponHbiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P MCO 15489-1-2007 Cucrema ctannapToB 1o nHpopmanuu, OHOIMOTEUHOMY U
U3JIATEIbCKOMY JeiTy. YmpaBieHue nokymentamu. OOmme TpeOoBaHus. // [DNIEKTpOHHBIN
pecypcl]. - M., 2019. Pexunm JlocTyna:
http://www.consultant.ru/document/cons_doc_LLAW_135548/.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXUBHOE A€0. TepMUHBI U ONpEAEICHUS .-
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
beikoBa T.A. JIOKyMEHTallMOHHOE  OOECIeYeHHe  yIpaBleHUs  (JIeJIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernoga. -2-e u3a. nepepab. u

JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexum JOCTyMa:
http://znanium.com/go.php?id=942800/

Tema 2.4. Opra"uszanusi TeKylero XxpaHeHusi 10KyMeHTOB (6 4acoB)

2.4.1. HomenkaaTtypa nea (4 yaca.)

SAIAHUA
1. W3yunts TpeOOBaHMS HOPMATUBHBIX aKTOB U HOPMAaTHBHO-METOANYECKHX JJOKYMEHTOB K
COCTaBIJICHHIO U O(OPMIICHHIO HOMEHKIIATYPHI JIEI.

2. HMBy4nuTb BO3MOKHOCTH MCTIOJIB30BAHHS IIEPEUHS CO CPOKAMHU XPAHEHHUS TOKYMEHTOB B
JIEJIOTIPON3BOACTBE OPraHU3AIIH.

3. IIpoaHanm3upoBaTh KOHKPETHYIO HOMEHKIIATYPY A€J YCIOBHOW OpraHU3aINy U BBISBUTH
OIMOKY B €€ COCTABICHUU U O()OPMIICHUU.

4. CocTaBuUTh HOMEHKJIATYPY JeN YCIOBHOMH OpTraHM3aIIMHL.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUI
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1. Uzyunte IlpaBuia memonmpou3BOACTBAa B (pemepanbHBIX OpraHax HCHOJHHUTEIbHON
BJIACTH (pazmen V), Meroauveckue pPEKOMEHAAIMU TO pa3padOTKe HWHCTPYKIHHA IO
JIETIOTIPOU3BOJICTBY B (eIepalIbHBIX OpraHax UCIOJHUTEIbHOU BiacTu (pazaen 3.5), OCHOBHBIC
npaBuia paboThl apXUBOB opranuzanuii (paszaen 2), [lonoxxeHue o Mopsake U CPoKax XpaHEHHS
JOKYMEHTOB aKIMOHEpHBIX 00mecTB, [IpuMepHYyI0 MHCTPYKIHUIO 10 JEJONPOU3BOJICTBY B
rocyapcTBeHHbIX opranm3anusx (yrB. Ilpuxazom PocapxuBa ot 11.04.2018 Ne 44) Vscuure

($1(5913%:0)11(¢[oN
. BUIBI HOMEHKJIATYp JelT;
. TUTIBI HOMEHKIIATYP Jien (KIaccu(puKaIMOHHBIE CXEMBI);
. npaBwiIa (OPMYITUPOBAHHUS 3aT0JIOBKOB JIET;
. HMCTOYHUKHU YCTAHOBJICHUS CPOKOB XpaHCHUS JOKYMEHTOB;
. MIpaBHJIa CHCTEMATH3AINH U HH/IEKCAI[UH 3aTr0JIOBKOB JIET;
. npaBwia 0QOpMIICHHSI, TIOAMUCAHNS, COTIIACOBAHUS H YTBEPKICHHSI
. HOMECHKJIATYPBI JCII.

2. Uzyunre ykazaHus 1Mo npuMeHeHHIO [lepeyuHst THITOBBIX YIPABICHYSCKUX apXHBHBIX
JIOKYMEHTOB, 00pa3yomuxcs B IpoIecce ACSITEILHOCTH TOCYIapCTBEHHBIX OPTaHOB, OPTraHOB MECTHOTO
CaMOYTIpaBJICHUS U OpraHu3alui, C yKa3aHUEM CPOKOB XPaHCHHUS U BBISICHUTE:

. MOPSAZOK MPUMEHEHHUS TIEPEYHS B JeIOTPOU3BOJICTBE;
. T epeHIInaIiio CPOKOB XPaHEHUS TIOKYMEHTOB IO TPYIIIaM OpraHu3aIni;
. CXeMy MOCTPOEHUS MEPEUHS U €r0 HAy4YHO-CIIPABOYHBIN ammapar.

3 . HpOﬂHaJ’II/IBI/Ipyf/’ITC KOHKPCTHYIO HOMCHKJIATYPY €] yCHOBHOﬁ OpraHuv3saly, BbIABUTC
HEAOCTATKU €€ COACPIKAHUA N 0(1)0pMJ'ICHI/I$I, MMPpOUJIITFIOCTPUPOBAB Ka)KZ[BIfI N3 HUX IPUMCPOM.

4. U3yuynte CIPYKTYpy M COCTaB JOKYMEHTaJIbHOrO (OHHA YCIOBHOH OpraHM3alUd M
paspaboTaiite KiIacCU(pUKAIMOHHYIO CXeMy HOMeHKnarypel jen. Odopmure ee B Buae CchucKa
CTPYKTYPHBIX TIOAPA3JENEeHN C HMHIAEKCAMH, PACIONOKEHHBIMH IO CTeleHH 3Haunmmoctu. OOpatute
BHUMAaHHE Ha TO, YTO CXeMa KJIacCU(UKAIUU JIOJDKHA COOTBETCTBOBATH TiaBHOU Tabmure [lepedns
THUTIOBBIX JOKYMEHTOB CO CPOKaMH XPaHEHHS.

CocTaBbTe HOMEHKJIATYPY M€ YCJIOBHOW OpraHM3allid, IJIS 4ero: CPOpPMYIHPYHTE 3aroJIOBKH
JIeT B COOTBETCTBMU C YCTAaHOBJICHHBIMH TPEOOBAaHMSIMH M YCTaHOBUTE CPOKH XpaHEHHUS JeNl IO
MEePEYHIO; TPOBEIUTE CHCTEMATH3AIMIO 3arojioBKoB Jien. OdopMUTEe HOMEHKIATYpPY Jel Ha oO0IeM
OJlaHKe YCJIOBHOH OpraHH3allii MO YCTAaHOBIEHHOW (opMe, ONpEICNIUTe COCTaB OKHOCTHBIX JIHII,
KOTOpBIE JOJDKHBI €€ 3aBU3UPOBATH M YTBEPIUTD.

KOHTPOJIBHBIE BOITPOCDI

1. JlaliTe onpenenenre HOMEHKIATYPHI JE.

2. OxapaxTepu3yiiTe MIPUMEHEHNE PA3TUIHBIX BUIOB HOMEHKIIATYPHI IE.

3. [lepeuncnure TpeOOBaHMS K POPMYIHPOBKE 3aT0JIOBKOB JIe]T B HOMEHKJIATYpE.
4. Ilepedncnure TpeOOBaHUS K CUCTEMATHU3AIIMH 3aTOJIOBKOB JIeTT B HOMEHKJIAType.

5. Kak obpasyercst nHIEKC Aeiia B HOMEHKIaType?
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6. Kak ncrone3yeTtcs mepeueHb TOKyMEHTOB C yKa3aHHEM CPOKOB XpaHEHHUS B
JIeJIOTPOU3BOACTBE?

7. KakoBEbI 2Tarsl pa3paboTKH HOMEHKIATYPHI I ?

8. KakoB cpok neifcTBHS HOMEHKIATYPHI 1e71?

NUCTOYHUKU U JIUTEPATYPA
1. ®epepanbubiii 3ak0oH 0T 22.10.2004 No 125-®3 «O6 apxuBHOM naene B Poccuiickoii
®enepaunn» //  [OnekTpoHHBIM pecypc]. — M., 2019. — Pexum pgocryna:

https://base.garant.ru/12137300/.

2. Tlocranosnenue IIpaBurenscrBa PD ot 15.06.2009 Ne 477 «O6 yrBepxkaenuu [IpaBui
JIeNTOTIPOU3BOICTBA B (heiepalIbHBIX OpraHax MCIOJHUTEIbHON BiIacTu»// [DneKTpOHHbIH
pecypcl. - M., 2019. - Pexum JIOCTyMa:
http://www.consultant.ru/document/cons_doc_LLAW_88695/.

3. Meronuueckne peKOMEHAAIMH TI0 Ppa3pabOTKe MHCTPYKIUHA IO JEIOMPOU3BOJICTBY B
denepanbHbIX OpraHax HCIOJHUTENBHON BIIACTH, YTBEp)KIEHHBbIE MpUKa3oM Pocapxusa
ot 23 nexadbpst 2009 Ne 76 // [DnextponHbIid pecypc]. — M., 2019. — Pexxum gocryna:
http://www.consultant.ru/document/cons_doc_LAW_96081/

4. [IpumepHass HMHCTPYKIUS 1O  JEJIONPOM3BOACTBY B  TOCYJAapCTBEHHBIX
opranmzanusx, yrB. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIH
pecypcl. - M., 2019. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. Ilpukaz MunkyneTypbl Poccum ot 31.03.2015 Ne 526 «OO0 yTBEpKICHHH TMpPaBHII
OpraHu3aly XpaHEHWs, KOMIUIEKTOBaHUS, Yy4e€Ta W MCIOJb30BaHUS JIOKYMEHTOB
ApxusHoro (onna Poccuiickoit denepannu u Apyrux apxXuBHBIX JTOKYMEHTOB B OpraHax
rOCy/1lapCTBEHHOW BJIACTH, OpPraHax MECTHOIO CaMOYIpPABJIEHUS M oOpraHu3auusx» //
[DnexTpoHHbIH pecypc]. - M., 2019. - Pexum JOCTyna:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. TOCT P NCO 15489-1-2007 Cucrema cTanaapToB 1o HHGOpManuu, OHOIMOTEUHOMY U
W3/IaTebCKOMY  JAely. YmpaBieHwe JokyMeHTamu. OOmme  TpeOoBanus. //
[D5eKTpOHHBII pecypcl]. - M., 2019. Pexunm JocTyna:
http://www.consultant.ru/document/cons_doc_LLAW_135548/.

7. TOCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXMBHOE J€710. T€pMUHBI U ONpPEACICHUS.-
[DnexTpoHHbIH pecypcl. - M., 2019. Pexum JOCTyna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
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[lepeueHb THUMOBBIX YNPABICHUYECKUX AapPXUBHBIX JOKYMEHTOB, OOpa3ylOIIUXCS B
mpouecce  AESITENbHOCTH — TOCYJapCTBEHHBIX ~ OpPraHoB,  OpPraHOB  MECTHOT'O
CaMOYIpAaBJIEHUS. M OpraHM3alfii, ¢ yKa3aHHEM CPOKOB XpaHEHUS, YTBEPXKICHHBII
npukazoM MunucrepctBa KyiabTypbl P® ot 25.08.2010 Ne 558 (B neiictB. pen.) //
[DnexTpoHHbIH pecypc]. - M., 2019. - Pexum JOCTyna:
https://base.garant.ru/199315/53t89421bbdaf741eb2d1ecc4ddb4c33/.

beikoBa T.A. JlokyMeHTaIllMOHHOE OOECIEYeHUE YMpaBJICHHUs (JAETONPOU3BOACTBO)
[DnexTponHbIii pecypc]; yueOnoe mocobue/ T.A. beikoa, T.B. Ky3nenosa. -2-¢ u3n.
nepepad. um gmon. — MockBa: Wudpa-M, 2018. -304 c. — Pexum pgocryna:
http://znanium.com/go.php?1d=942800/

2.4.2. IloaroroBka JOKYMEHTOB K NOCJIEAYIOIIEMY XPAHEHHUIO U HCIOJIb30BAHMIO (2

SAJJAHUA

1. HBy‘lI/ITB Tpe60BaHI/I$I HOPMATHUBHLBIX AKTOB W HOPMATUBHO-MCTOAUWYCCKHUX JOKYMCHTOB K

(bOpMHpOBaHI/IIO ACII, MPOBCACHUIO 3KCIICPTHU3BI HIEHHOCTU JOKYMCHTOB U UX IMMOATOTOBKE K CIA4YC B apXUB

OpTraHU3aIHH.

apXUB.

2. CoCTaBUTH MPUKA3 O CO3NAHNHM SKCIIepTHOH Komuccru (OK) B yCIOBHOM OpraHH3aIiH.

3. TIpoaHanu3MpoBaTh MPABHILHOCTH TPYHIIMPOBKH JOKYMEHTOB B JI€IA.
4. OdopMuTh Iej1a I CAaYU B apXUB OpraHH3alI[|H.,

5. CocTaBuUTh OIKCH HA AcJia MTOCTOAHHOTO U BpEMCHHOI'O XPAaHCHUW A, TOAJICIKAIIINUEC CAaUC B

6. CocTaBHUTh aKT 00 YHHYTOXXKEHUHU JTOKYMEHTOB, YTPATHUBIINX HAYYHO-TTPAKTHUECKOE 3HAUCHHE.

7. CoctaBuTh MPOTOKON 3acelaHus »KkcrepTHoH kommccuu (DK) 00 YHHYTOXKEGHHMH 1€l |

N3MCHCHUU CPOKOB XpaHCHUS.

YKA3AHV 10 BBIIIOJIHEHUIO 3AJTAHUI
1. U3yunte OcHOBHBIEC MpaBmiia pabOTHl apXMBOB OpraHu3anuii (pasgenst 2; 3.6; 3.7),

[IpaBuna nemompou3BOACTBA B (pemepanbHBIX OpraHax HCIOJHUTENBHOW BiacTh (pazaen V),
Metoauueckie peKOMEHJalUW 1O pa3padoTKe MHCTPYKUMM IO JEIONPOU3BOJCTBY B
dbeneparbHBIX OpraHax MCIOJHUTEIbHOW BiacTu (pasaen 3.5), [lonoxkeHne o mopsiike U Cpokax

XpaHEeHHs! JOKYMEHTOB aKIIMOHEPHBIX OOIIECTB, 0OpaTUB 0CO00E BHUMAHHE Ha:

. npaBuia GOPMHUPOBAHUS JET,
. HOPSIIOK IPOBEAEHUS SKCIEPTH3bI LIEHHOCTH JJOKYMEHTOB,
. MOPAZOK NMOATOTOBKY JOKYMEHTOB K C/1ade B apXUB OpraHHU3ALHN.

2. CocTaBbTe HpHKA3 O CO3NAHMHM SKcrepTHOM komuccuu (DK) ycioBHOM oprammsanum. B

IMpUKase onpecacJInTe COCTaB KOMUCCHUH, €€ 3aJa4u, CPOK €€ pa60TBI.

3 . HpOBCZ[I/ITe aHaJIn3 CJ1, TPCAJIOKCHHBIX TPETIOAaBaTCIICM. O6paTI/IT€ BHUMAHNWEC Ha:

® COOTBCTCTBUC 3arojIOBKOB J1CJI JOKYMCHTAM, IOMCIICHHLIM B ICJIO;
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° HaJIU4YUC B JCJIC ,Z[Y6JI6THBIX, YEPHOBLBIX OK3EMILIAPOB JOKYMCHTOB U JJOKYMCHTOB,
MMoJICKAIX BO3BPATYy;

. HAJIMYHKE B JIeNie IOKYMEHTOB C Pa3IMYHBIMU CPOKAMH XPaHEHUS;
. cootBeTcTBHE OhopmiteHns mokymeHToB TpeboBarmsam ['OCT P 6.30-2003

4. Odopmurte gena Ui CIA4YM B apXUB: MPOHYMEPYHTE TOKYMEHTHI JieJia, COCTaBbTE
BHYTPEHHIOIO OIIMChH, 3aBEPUTEIILHYIO HAMHICh U 0()OPMUTE OOJIOXKKY Jera.

5,6. O(l)OpMI/ITe OmnucH ACJ NOCTOAHHOTO U BPCMCHHOI'O XpaHCHHUA U aKT O BBIJACIICHUU K

YHUYTOXCHUIO JTOKYMCHTOB B COOTBETCTBHU C TpC6OBaHI/IHMI/I HOPMAaTHBHO-MCTOANYCCKUX JOKYMEHTOB.

I[JI?I 9TOT'0 OIPEACINUTE IMOCIEAOBATEIILHOCTE PACIIOJIOXKEHUA ACJT B OIIMCH, COCTAaB JOJIXKHOCTHBIX JIWIT
yCHOBHOﬁ OopraHu3ai, KOTOPbIC JOJKHBI IPUHUMATL YUaCTHUC B COCTABJICHUHN, BUBUPOBAHUU U
COorjtaCOBaHMU 3THUX NTOKYMCHTOB.

/. TIpu cocraBnennn npoTtokona 3acexanns DK (B kpaTkoi (Gopme) OmpenenuTe MOBECTKY HS

3aceflaHus U CHOPMYIIUPYITE pellieHIe KOMHCCHH.

KOHTPOJIBHBIE BOITPOCHI

1.Ilepeunciaute cocTaB KOMIUICKCA PabOT, MPOBOIUMEIX CITY>KOOM JEIOMPOU3BOICTBA MIPH Caadue

B apXUB JOKYMCHTOB OpraHu3alu.

2.Kakne pyukmum Beimoasser DK opranuzanun?
3.[lepeuncnure TpebOBaHUSI K O(DOPMIICHHIO JIEN MPH MOITOTOBKE MX K CIaue B apXUB.
4.Tlepeunciure TpeOOBaHUA K OPOPMIICHHIO TOKYMEHTORB [IEIa.

5.KakoBrsI mpaBHiIa COCTaBIEHUS OMUCEH JE]I TOCTOSIHHOTO ¥ BpDEMEHHOTO XpaHeHUs1 ?

NCTOYHUKU U JINTEPATYPA
@®enepanbhbiii 3akoH oT 22.10.2004 Neo 125-®@3 «O6 apxuBHOM gene B Poccwuiickoii
®enepauun» // [DnekTpoHHbId  pecypc]. — M., 2019. - Pexum pocryna:
https://base.garant.ru/12137300/.

[TocranoBnenue IlpaButensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxnenun [IpaBun
JIeNOTIPOU3BOICTBAa B (peliepallbHbIX OpraHax MCIOJHHUTEIbHON BiacTH»// [DNeKTpOHHBIN
pecypcl. - M., 2019. - Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

MeTonudyeckue pPEeKOMEHIAIMU 10 pPa3padOTKe WHCTPYKIMH IO JENONPOU3BOJCTBY B
denepanbHBIX OpraHax HCIIOJHUTENBLHON BIIACTH, YTBEPXKJACHHBIE NMpHKa3oM PocapxuBa oT
23 pexabps 2009 Ne 76 // [DnextponHslii pecypc]. — M., 2019. — Pexxum pgocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[IpuMepHass HHCTPYKLUA 110 JEIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OPraHU3alusiX,
yTB. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019.
Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.
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[Tpuxaz Munkynetypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepXkACHUM MpaBUII
OpraHMu3aIi XpaHEeHUsI, KOMIUJIEKTOBAHMs, yU€Ta U UCIOJIb30BaHUs JJOKYMEHTOB APXUBHOTO
donga Poccuiickoit denmepanuu W APYrMX apXUBHBIX JOKYMEHTOB B  OpraHax
rOCYJapCTBEHHON BJACTH, OpraHaXx MECTHOTO CaMOYIpAaBIECHUS M oOpraHuzauusx» //
[DnexTpoHHbIH pecypcl]. - M., 2019. - Pexum JOCTyMa:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

I'OCT P UCO 15489-1-2007 Cucrema ctanmapToB nmo HH(pOpMaruu, OUOIMOTEUHOMY U
W3/1aTeNIbCKOMY Jieny. YTpaBiieHue nokyMeHTamu. OOmme TpeGoBaHus. // [DIeKTpOHHBIN
pecypcl]. - M., 2019. Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [Ienonpou3BOACTBO U apXMBHOE M€JI0. TepMHHBI U OINPEIEICHHUS.-
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[lepeueHp TUMOBBIX YIPaBICHYECKUX ApXMBHBIX JOKYMEHTOB, 00pa3yIOLIUXCs B IpoIecce
NESTENIbHOCTH TOCYJAapCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CaMOYIIpPaBJICHUS U
OpraHu3alui, C yKa3aHHEM CPOKOB XPaHEHMS, YTBEPKICHHBIM MpUKazoM MUHHCTEpPCTBA
KynbTypbl P® ot 25.08.2010 Ne 558 (B meiicts. pen.) // [DnexkTponHslit pecypc]. — M., 2019.
— Pexxum nocryna: https://base.garant.ru/199315/53t89421bbdaf741eb2d1ecc4ddb4c33/.

beikoBa T.A. JlokyMeHTanMOHHOE oOOecreueHue yrpaBieHUus (JeTOmPOU3BOACTBO)
[OnexTponnsblii pecypc]; yue6Hoe mocobue/ T.A. beikoBa, T.B. Ky3neuoma. -2-e¢ wu3gm.
nepepadb. u gom. — Mocka: Huadpa-M, 2018. -304 c. - Pexum gocryna:
http://znanium.com/go.php?1d=942800/

9.3. UHble MaTepuaJIbl
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Ipunosxcenue 1

AHHOTAINUA JTNCHUITJINHBI

JucuuruinHa  (MOXIyNb)  peanu3yercs Ha  (akyiabTeTe  JOKYMEHTOBEOCHHS U
TEXHOTPOHHBIX apXWBOB Kadeapod JOKYMEHTOBEACHHS, ayJdOBHU3yaJbHBIX M HAy4YHO-
TEXHUYECKUX apXUBOB.

Heab AUCHMIUIMHBI — MOJTOTOBUTH BBIMYCKHUKA, 3HAIOLIEIO OCHOBHBIE HAIPABJICHUS
TOCYJapCTBEHHOM perjiaMeHTaluu paboThl ¢ JoKyMeHTamH B Poccuiickoit depepanuu, 3a1aqn
CITYOBI JTOKYMEHTAITMOHHOTO OOECTICUCHUsI YIPABJICHHUS U BJIQJICIOIICTO METOJaMHU aHAIIU3a U
COBepH_IeHCTBOBaHI/IH TECXHOJIOT'NU THUITOBBIX I[GJIOHpOI/IBBOI[CTBGHHBIX onepaum‘/’l.

3agaum AMCUMIJIMHBI:

- U3YYUTh UCTOPHIO (DOPMUPOBAHUS HAITMOHATBHON CHCTEMBI JIEJIONPOU3BOJICTBA;

- OBJIQJIETh CIIEHMATIBHON TEPMUHOIOTUEN;

- M3yYUTh COBPEMEHHYIO 3aKOHOJATENbHYIO, NPAaBOBYID U HOPMAaTUBHYIO 0a3y,
periIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTaIUeH;

- cOpMHUPOBATh Yy CTYJICHTOB HaBBIKH BBITIOJHEHUSI OCHOBHBIX JIEJIOMPOU3BOICTBEHHBIX
OTiepanvii B YCJIOBHSX TPUMEHEHHS TPAIUIIMOHHBIX M aBTOMATH3WPOBAHHBIX TEXHOJOTHUM
00pabOTKH JOKYMEHTOB;

- C(bOpMI/IpOBaTB HaBBIKH AaHAJIn3a CHCTEMBI I[OKyMGHTaL[I/IOHHOI‘O OGGCHG‘-IGHI/IH
YIIPaBJICHHUS;

- OTIPEIICTUTH HaIpaBJICHUS BO3MOKHOT'O COBEPIIICHCTBOBAHUS CHCTEMBI
I[OKyMGHTaL[I/IOHHOI‘O O6€CH€‘-I€HI/IH ynpaBHGHH}I;

- I/I3yIII/ITI> HOpH,Z[OK OpI‘aHI/IBaHI/II/I C.Hy)K6bI ,Z[OKYMGHTaL[I/IOHHOI‘O O6€CH€‘I€HI/IH

yIpaBiIeHUS B COBPEMEHHOW OpraHU3aIiH.

Jucnurnnuza (Mo1yIib) HanpasiieHa Ha (GOPMHUPOBAHKE CICAYIOIINX KOMIICTCHITHI:

- CIIOCOOHOCTh K HCIIOJIb30BAHUIO OCHOBHBIX METOJIOB, CIOCOOOB M CpEICTB
NOJIy4YeHUs1, XpaHeHus, nepepadorku napopmanuu (OK-10);

- BIaJicHhe 0a30BBIMH 3HAHUSMU B 00JACTH HWH()OPMAIMOHHBIX TEXHOJOTHI
(mporpaMMHBIE  TPOAYKTBHI, HCIIOJIB3yeMble B  YIOPaBICHHH JOKYMEHTAaMH, CHCTEMbI
3JIEKTPOHHOTO JIOKYMEHTO000POTa, TEXHOJIOTHH CKaHUpoBaHUs JokyMeHTOB) (OI1K-2);

B pesynbpTaTe 0CBOCHMS TUCIUIUIMHBI (MOJIYJIS) 00YYaIOMIUNUCS TOJDKEH:
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3namop:

- OCHOBHBIE METObl, CIIOCOOBI M CpEACTBA IOJYYEHHUS, XPAaHEHUS MU IepepaboTKu
unpopmanuu (OK-10);

- OCHOBHbIE HH(OPMALMOHHBIE TEXHOJOTHH, HCIIOJIb3YeMble B JIOKYMEHTAIIHOHHOM
o0ecreyeHn! yNpaBJIEHUs] U apXUBHOM JIeJle, UCTOPUIO MX CO3/IaHUS M HAIPaBJICHUS Pa3BUTHS

(OIIK-2);

Ymemn:

- HCTOJb30BaTh TIOJNYYCHHBIC 3HAHUSA B o00macTu paboTel ¢ WH()OPMAITMOHHBIMHU
pecypcamu Ha nipakTtuke (OK-10);

- TOpPUMEHSATh OCHOBHBbIE HMH(POPMALMOHHBIE TEXHOJOTHUH, HCIOJIb3yeMbIE B
JOKYMEHTAITMOHHOM 00ECTIeYeHUH yIIpaBJIeHUS U apXUBHOM jese Ha npaktuke (OI1K-2);

Bnaoemy:

- HaBbIKAMU T[IOJIYYECHHMs, XpaHEeHUs U mnepepaboTku uHOpMALKMKU B  LEIAX
npodeccuonanbHoi nestensHocTH (OK-10);

- HaBbIKAMHU pPAa0OTBI B CHCTEMax »JJIEKTPOHHOIO JOKYMEHTOOOOpOTa, a TakKkKe
3JIEKTPOHHO-IIU(PPOBOK 00pabOTKM TOKYMEHTOB B cdepe TOKYMEHTAIIMOHHOTO OOECTICUCHHS

ynpasiieHust u apxuBHoro aena (OI1K-2);

[To nucuuruMHe (MOAYIIO) MPEAYCMOTPEHA IPOMEXYTOUYHAs aTTecTalus B opme 3ayera
— 3 ceMm., 3k3aMeHa — 4 ceMm.
OO6mrast TpyAOEMKOCTh OCBOCHHS AMCITUIUIMHBI COCTABISET 5 3adeTHBIX eauHuil, 180

qaCoB.
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JIUCT UBSMEHEHUN

IIpunoxenne 2

Ne TekcT akTyanusanuu WM npunaraeMelid k PITJI tokymeHT, Hata Ne
coJiepKalIid N3MEHEHHS MPOTOKOA
1. | 1. Obnosnen cnucok uCmoYHuKo8 u TUmepanypol 13.09.2017 a. Ne 1
2. | 2. ObHosren cocmas npoepammuoco obecneuenus (110),
Cco8peMeHHbIX Npogeccuonarbhbix 6az oanuvix (B/]) u
ungopmayuonno-cnpasounwie cucmem (MCC)
3. | 1. Obuosen cnucok UCMOYHUKO8 U IUMepanypbl 05.09.2018 e. Ne 1
4.

2. Obnoenen cocmas npoepammuozo obecnewenus (110),
co8peMeHHbIX Npogeccuonarbhbix 6az oanuvix (B/]) u
ungopmayuonno-cnpasounwie cucmem (MCC)




